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bringing you the utmost in luxury... finest of seven adjustable chairs 


Not only built-in luxury .. . but built-in 
efficiency, too... make this America’s 
No. 1 executive chair. The handsome 
appearance and restful ease of the GF 
Comfort Master DeLuxe. . 


readily adjustable to any size individ- 


. which is 


ual... are matters of higher morale, as 
well as greater comfort for your key 
executives. 


Built of sturdy, welded aluminum, the 
frame of the Comfort Master DeLuxe 
comes in various attractive anodized 
colors, as well as sparkling natural 
aluminum. And for the chair’s uphol- 


stery, you may select your own prefer- 
ence from smart colors in rich Bedford 
cloth to blend with other office furniture 
and surroundings. 


As a cold dollars-and-cents investment, 
the GF Comfort Master DeLuxe out- 
lasts ordinary chairs by a matter of 
many years ... pays for its original 
cost many times over. 


Test a Comfort Master DeLuxe for 10 
days in your own office ... without 
obligation, of course. Visit your GF 
dealer to see this and other modern 


styles of adjustable aluminum office 


GF metal business furniture is @900d investment 


NQ 
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chairs. For his name consult your 
classified telephone directory. Or write 
The General Fireproofing Company, 
Dept. M-47, Youngstown 1, Ohio. 
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MECHANIZED FILING EQUIPMENT «+ 
GF ADJUSTABLE STEEL SHELVING 
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Policy re manuscripts: The object of MANAGE- 
MENT METHODS is to offer “practical solutions to 
management's problems." For that reason we never 
highlight a problem without offering at least a 
partial solution or a recommended course of 
action. Whenever possible, we like to offer the 
reader something he can do right now fo correct 
a procedure or solve a problm in his business. 

Much of our editorial material comes from busi- 
ness and management specialists as well as from 
active businessmen at all levels of management. 

Most articles employ case histories. An article 
may be based on a single case history or can be 
built around a group of related case histories. We 
like to mention the name of the user company 
involved in each case history. 

We endeavor to return all manuscripts. How- 
ever, we assume no responsibility for material not 
specially requested by us. 
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PHILCO AIR CONDITIONERS, Dept. N-10 
C & Tioga Streets, Philadelphia 34, Pa. 


Kindly mail latest literature about the Philco EXTRA CAPACITY 


| 

| 

| 

| 

1% H.P. Air Conditioner that can be installed in a window, through 
aynprr | a wall, or with ducts. 
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CITY ZONE 








COUNTY STATE 





& New 1 Horsepower 
PHILCO Air Conditioner 


Choke :(000 sah 


roy me tele) a Va-to 


epee of any 1% horsepower air 
conditioner you have ever seen or read 








about, you will find this new EXTRA 
CAPACITY Philco now sets a new standard 
for the industry. Side-by-side tests prove it 
will cool far larger room areas than other 
1% H.P. units, and you are invited to make 
your own tests with ANY OTHER air 
conditioner you wish to choose. 

Make any comparison you wish .. check ; 
all features and flexibility of installation— Pe eee eRe. 
with or without ducts. This Philco—the | ——— 
Model 152-M—will prove to you beyond U = 
any doubt that here is the most advanced i 4 a WATER 
1% H.P. air conditioner on the market. 19 5 . ye 

a 


Fits in Window or Wall... can be connected with ducts to cool 







several rooms, a suite of offices or in many cases an entire building! 


(Circle 457 for more information) 
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VISIBLE 
PHOTO PANELS 








the quick, easy way to reproduce lists 





T ¥ 


REPRODUCE 


DISTRICT OFFICES AND REPRESENTATIVES IN PRINCIPAL CITIES 


Save time and expense of typesetting; your type- 
writer is your compositor. Each line typed on 
individual card. Revisions quickly made, listings 
added or deleted, page arrangements changed 
and illustrations or headings added. Always 
available for instant reference or use, easily kept 
up to date in your office and under your control, 
conveniently and compactly filed. 


Reproductions can be made any proportionate 
size and printed by offset, planograph or other 
methods of commercial or office reproduction. 


Ask Acme for details. Find out how much time 
and money you can save with Acme Photo Panels. 


ACME VISIBLE RECORDS, INC. 


CROZET, VIRGINIA 


(Circle 403 for more information) 





eee 
i ee 
Coveeeeeesese’ ee © 


zc oe ie | 


> se 2 ee te eer eeeeeeeez e008 


® «@er :'e@#@e@e0e0e0e020s2s0 


ELECTRONIC BRIEFS WORTH REPEATING 


Equipment rental charges vs. 
potential manpower savings 


It was fairly easy to determine in- 
creased rental cost. We found that 
it would cost us almost fifty per cent 
more rental to have electronic data 
processing equipment. Then we 
looked at what manpower savings we 
might realize. To determine man- 
power savings, we had to decide be- 
tween taking the time-consuming 
route of surveying accounting, cleri- 
cal, and other overhead operations to 
make a definitive estimate, supported 
by detailed evaluations, and making 
a rough estimate of savings based on 
the considered judgment of informed 
and experienced personnel. 

We decided on the latter ap- 
proach for several reasons. It seemed 
clear that, to take the first approach 
would require many months for a staff 
of experienced men. We felt that it 
would be better to take a calculated 
business risk and base our decision 
on a quick, rough estimate. We were 
motivated to take this approach to 
the problem because of fast-increas- 
ing interest throughout the nation in 
automation of the office and other 
business operations (which made us 
feel that we could not afford to un- 
duly delay making a decision), and 
because we have maintained a staff 
of systems and methods personnel 
for many years and had a strong 
conviction that they could supply an 
estimate of manpower savings within 
the degree of accuracy needed to 
base a decision. We made such an 
estimate and found that, on a con- 
servative basis, it looked as though 
we could reduce manpower engaged 
in overhead work functions consider- 
ably more than enough to pay the 
increased rental of equipment. 

We concluded that an electronic 


data processing system could be 
economically justified on general 
business applications alone. There- 
fore, considering its further use for 
technical and operating calculations, 
we have no doubt of its justification. 
JOHN Ss. WHITE, Esso Standard Oil 
Company. 

N.A.C.A. Bulletin, June, 1955 


The impact of electronics on 

accounting 
What sort of changes will they (elec- 
tronic data processing machines) 
bring about in accounting pro- 
cedures and, more generally, the 
field of accounting? First of all, I 
believe there will be no change 
whatever in the basic principles of 
accounting. There will, however, 
be a considerable impact on _ pro- 
cedures. It will be practical, for ex- 
ample, to determine the state of 
one’s business, not once per year, 
but many times and in some cases, 
daily. 

The art of reporting to manage- 
ment, and also the kind of reports 
which management expects, will 
undergo considerable change. Not 
only will it be possible to present 
reports much more frequently than 
heretofore, but also each report will 
contain much more information in 
less volume. The condensation of 
reports will be possible in view of 
the greatly increased analytical abil- 
ity both of machines and of the ac- 
countants who instruct them. Pre- 
diction and scheduling will become 
important parts of the accountant’s 
responsibility. Finally, data proc- 
essing equipment will become so 
much a part of accounting that it 
will be necessary for all accountants 
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to have some degree of familiarity 
with this equipment. 

E. F. copp, Computing Devices of 
Canada Ltd. 

Cost and Management, May, 195) 
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Punch tape from adding 
machine 


A new punch tape unit for integrated 
data processing creates a high-speed, 
versatile, five-to-eight channel, punch- 
ed paper tape from a modified add- 
ing machine. It perforates the tape 
at 20 characters per second. 

The electrical output adding ma- 
chine, with commutating mechanism, 
is available in the ten-key model and 
in two full keyboards, with eight- and 
I !-column totaling capacities. Flexi- 
bility of the punch's scanning unit 
permits conversion to other machines 
with smaller or larger capacities. 

The tape punch can be operated 
by remote control with the cable 
connection to the adding machine. 
It can be used in a hookup of multiple 
machines if desired. The machine 
performs all the normal calculating 
functions. An error key which creates 
a coded signal on the tape can be 
added to the machine keyboard. The 
programming is dictated by the uses 
desired of the tape. Repeat entries 
can be coded into the programming. 
The power supply of the punch unit 
is self-contained. Separate tape and 
adding machine units simplify servic- 
ing problems. The punch _ unit 
measures to 12" x 12" x 9" and 
weighs approximately 30 pounds. 

For additional information, con- 
tact Electronics Division, Clary 
Corporation, San Gabriel, Cali- 
fornia; or circle number 549 on the 
Reader Service Card. 
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...on the Calculator that Prints! 


for providing me with a printed 
record of figures on exclusive 
two-color Simpla-tape. 


Remington 


DIVISION OF SPERRY RAND 










CON- 
SM 


wa 
heprormece 
a 






The Remington Rand Printing 


Calculator with its unique “printing 


memory key” really saves me the 
trouble of jotting figures on paper. 


It locks one number in the machine 


to remain constant, for repeated 
use with other figures in 
multiplication, subtraction 

and addition. A touch of the 

key clears the machine and 

I’m ready to work ona 

new problem. 


and thank you 
SO much... 


for speeding up my work with 
the modern 10-key 
touch-method keyboard 


Ftand 


CORPORATION 
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| NAGGING 
rh WIFE 

MAY SAVE 
YOUR LIFE 








IF YOU ARE OVER 45 and your wife keeps 
insisting that you should have two chest x-rays 
every year...don’t blame her. Thank her! 
Semi-annual chest x-rays (no matter how well 
you feel) are the best “insurance” you can have 
against death from lung cancer. 


The cold fact is that lung cancer has increased 
so alarmingly that today you are six times more 
likely to develop lung cancer than a man of your 
age twenty years ago. Our doctors know that 
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their chances of saving your life could be as 
much as ten times greater if they could only 
detect lung cancer before it “talks”. .. before 
you notice any symptom in yourself. That’s why 
we urge you and every man over 45 to make 
semi-annual chest x-rays a habit—for life. 

To see our new life-saving film ‘The Warning 
Shadow” call the American Cancer Society 
office nearest you or simply write to “Cancer” 
in care of your local Post Office. 


American Cancer Society 














A profile of 
middle management 


me Phe average Ameri- 
can “middle management” business 
executive receives a salary of $11,200 
a year, according to the American 
Management Association’s fourth 
annual survey of middle manage- 
ment compensation. The new survey 
covers the compensation paid by 
more than 100 American companies 
last year to approximately 3,200 ex- 
ecutives in ‘middle management” 
jobs (those between the policy-mak- 
ing levei and that of general fore- 
man or supervisor). Typical of the 
positions studied are those of dis- 
trict sales manager, plant manager, 
chief cost accountant, office manager, 
labor relations manager, divisional 
purchasing agent, and chief project 
engineer. 

Characteristics of the average 
“middle man of management,” in 
the survey, include the following: 

$ His annual salary is between 
$7,000 and $14,900; two-thirds of the 
salaries reported in the survey fall with- 
in this range. 

S He receives much the same sal- 
ary as other men in the same job with 
the same responsibility in other parts 
of the country. 

$ Salaries do vary with responsi- 
bility and among departments; for ex- 
ample, the average annual compensa- 
tion of regional and district sales man- 
agers is $12,000, compared to $14,000 
for factory managers and factory 
superintendents, 

$ His salary is not supplemented by 
such forms | extra compensation as 
bonuses and the privilege of buying 
company stock; only 36% of the ex- 
ecutives surveyed received bonuses 
last year and even fewer were eligible 
for stock purchase plans. 

He probably is covered by com- 
pany pension, group life, and group 
hospitalization programs. 

$ For the most part, he receives 
no additional compensation when he 
works overtime. 

$ He is 45 years old and has been 
in his present job for four years. 

$ Seventy percent of the executives 
covered by he study have been in 
their present positions for less than 
seven years. m/m 
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s$ss$ss tax 


tips 


TEST YOURSELF 


on recent tax courf cases 


THE AUTHOR: 


Benjamin Newman is a tax attorney specializing in estate 


planning and real estate. He is associated with Koenig and Bachner, New York. 


THE QUESTION 


Is the redemption of part of the outstanding common stock 
of a corporation essentially equivalent to a taxable dividend? 


THE FACTS 


The M Corporation was engaged in 
the real estate business with a net worth 
of 140 X dollars. This net worth con- 
sisted of: 


25 X dollars in preferred stock 
15 X dollars in common stock 
100 X dollars in earned surplus 


The corporation was founded by an 
individual who, until his death, owned 
all of the common stock and substan- 
tially all of the preferred stock. After 
his death the stock was distributed to 
his wife, daughters, son, and to a Trust 


which was created for their benefit. 

Thereafter, the corporation adopted 
the resolution to redeem part of the 
common stock and proposed that the 
stock be purchased with securities the 
corporation held for investment. No 
contraction of the business would oc- 
cur as a result of the redemption. 

Is this redemption of stock a distribu- 
tion in payment for the common stock 
and does it thereby constitute a capital 
gain; or is it a distribution essentially 
equivalent to a dividend, and, there- 
fore, taxable as ordinary income? 


THE RULING 


Whether a redemption of stock is es- 
sentially equivalent to a taxable divi- 
dend depends upon the net effect of the 
distribution rather than the motivating 
factors of the stockholders or the cor- 
poration. As a practical matter, a re- 
demption of stock by a corporation, 
which does not change the existing 
status or relationship between a stock- 
holder and the corporation, is essen- 
tially equivalent to a dividend. 


In this case, the decedent’s wife is con- 
sidered the owner of all of the corpor- 
ate common stock under the rules of 
constructive ownership. The redemp- 
tion of a part of her stock does not 
change her relationship to the corpora- 
tion. Accordingly, it was held that the 
proposed redemption is_ essentially 
equivalent to a dividend and, therefore, 
taxable as ordinary income. (Revenue 
Ruling 55-516.) 





THE QUESTION 


Are stock bonuses awarded to employees for faithful service 
and continued loyalty taxed as added compensation or are they 


considered as tax-exempt gifts? 


THE FACTS 


In 1946, at a meeting of the Board 
of Directors of the Seymour Packing 
Co. of Topeka, Kansas, the two mayjor- 
ity stockholders and dominant figures 
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in the corporation, George Bowman 
and J. L. Perry, announced their de- 
cision to relinquish some corporate re- 
sponsibilities to certain executives of 
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handling records 


“ DIEBOLD 


super elevator files 


It’s almost magic. You remain seated. Touch a button. Each record 
is brought to your finger-tips . . . in less time than you could get 
up from your chair! 


It’s astounding ... how rapidly operators can find, refer to or post 
records .. . housed in motorized Diebold Super Elevator Files! 


It is the new way to handle large-volume card records of all kinds 
(up to 300,000 per unit) ... including active master-deck tab cards. 


Super Elevator Files save up to 50% in time and space costs. They 
improve record controls and eliminate “slow-downs” caused by 
operator fatigue. For complete information 

on new low-cost large-volume 
record-keeping efficiency, 
call your local Diebold 
representative, or mail 
the coupon today. 


Diebold’ 
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908 Mulberry Rd., S. E. * Canton 2, Ohio 


Diebold, Incorporated 
908 Mulberry Rd., S. E. 
Canton 2, Ohio 


Please send literature and case histories on 











Super Elevator File for records. 
Firm 
: Individual Title 
Get the facts. Ask for case bis- 
tories reporting initial investment Street 
write-off in 35 to 18 months. 
City Zone State 
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Today... As Then... the Best Way 
to Move Long-Distance 


The Mayflower of today is your Mayflower. It’s the great, 
nation-wide system that makes long-distance moving of house- 
hold goods safe and easy. It’s at your service, and at your com- 
pany’s service to take the work and worry out of moving. 
That’s what you want... that’s what your employees want. 
Mayflower assures it for both of you. That’s why, today, so 
many companies rely on Mayflower for their personnel moves. 
Why not check your organization now to see that Mayflower 
is consulted whenever there’s long-distance moving to be done ? 


AERO MAYFLOWER TRANSIT CO., INC. - INDIANAPOLIS 
Mayflower Service is available through selected warehouse agents through- 


out the United States and Canada. Your local Mayflower agent is listed under 
Moving in the Classified section of your telephone directory. 


AERO 





NATION-WIDE FURNITURE MOVERS 


(Circle 404 for more information) 


long standing in the firm. Prior to this 
announcement, Mr. George Willi, Jr., 
one of these executives, approached one 
of the stockholders with a request for 
certain stock ownership, implying that 
he would leave the company unless his 
request was complied with. Mr. Bow- 
man and Mr. Perry disagreed over this 


Under the law, a bestowal of money 
cannot be both a gift and a payment of 
compensation. To qualify under the 
“gifts” tax exemption, the taxpayer has 
the burden of proving that he has re- 
ceived a “gift’’ as distinguished from a 
payment of compensation. In this case, 
the Court decided that ‘Taxpayers 
Neville and Willi had been compen- 





matter. However, Bowman insisted that 
unless stock was transferred to Willi 
and James Neville, a second executive, 
he would exercise his majority control 
of the stock to remove Perry’s son from 
his position as president. Mr. Perry 
then agreed to the transfer which was 
referred to as a gift. 


sated for past faithful service and, in 
addition, compensation had been pro- 
vided as an incentive to stay with the 
corporation. The “giving’’ was en- 
shrouded with a motive founded upon 
good business, past and future, as dis- 
tinguished from pure, heart-felt gifts 
from donors. (Neville et al v. Broder- 
ick, U.S. Dist. Court, July 11, 1955.) 





May the Board of Directors 


of a corporation pay its officers 


any salary and deduct this salary as a corporate expense for income 


tax purposes? 


In this case, the taxpayer was a newly- 
organized retail dress store. Stockhold- 
ers were Mr. Wilensky, who owned 50% 
of the stock, Mrs. Wilensky, who owned 
1°%, and Mr. Jackson, who owned 49%. 
Both men were officers of the corpora- 
tion, and Mrs. Wilensky was the only 
full-time employee. Her remuneration 
consisted of a weekly salary of $60 plus 
a percentage of the profits. 

In 1949, the corporation authorized 


A corporation may pay its officers any 
reasonable salary. But what constitutes 
a reasonable salary is a question which 
must be determined by examining the 
existing circumstances of each case. The 
Court found that Mrs. Wilensky’s com- 
pensation as an experienced dress shop 
operator for twenty years was less than 
the compensation of the two inexperi- 
enced officers. ‘The menial tasks per- 
formed by the corporate officers were of 


$6000 annual salaries for Mr. Wilensky 
and Mr. Jackson, “‘providing the cor- 
poration earned an amount sufficient to 
pay said salaries” and also authorized 
$4000 salaries for 1950 with the same 
profits proviso. 

The Commissioner’ of Internal 
Revenue contended that the salaries 
paid to these officers were unreasonable, 
and disallowed all but $1000 per year 
as a corporate expense. 


a nature not ordinarly performed by 
corporate officers and stockholders, said 
the Court. The fact that salary was dis- 
tributed to the officers in proportion to 
their stockholdings, was an indication 
that it was primarily a distribution of 
profits. ‘The Court found the salaries 
unreasonable and said they should be 
disallowed. (San Marco Shop, Inc. v. 
Comm. of Internal Revenue, U. S. Cir- 
cuit Court of Appeals, June 15, 1955.) 
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THE QUESTION 


Where the government’s 
case rests on the net worth 
theory, must it affirmatively 
prove an opening net worth? 


THE FACTS 


Taxpayer was indicted on_ three 
counts for attempting to willfully evade 
his income taxes. He was charged with 
understating his 1947 income by $187,- 
817.22, understating his wife’s income 
that same year by approximately the 
same amount, and understating their 
joint income in the year 1948 by $192,- 
945.85. At his trial, before a jury, the 
government showed that the taxpayer's 
net taxable income was greatly in ex- 
cess of his reported income for those 
years, and that Taxpayer had spent, in- 
vested, or loaned $1,604,608.71 from 
1942 +o 1948. The sources of ‘Taxpay- 
er’s income were examined and it was 
shown that he received from 
many legitimate businesses as well as 


income 


from gambling. It was also shown that 
Taxpayer kept no record of his gam- 
nor of his other 
sources of income. Taxpayer testified in 
explanation that the expenditures did 
not represent income; that he had a 
suitcase in which he kept $1,000,000.00 
in cash, acquired prior to the years in 


bling operations, 


question, and that this was his source of 
expenditure. Since the government did 
not determine Taxpayer’s net worth at 
the beginning of 1947 and 1948, ‘Tax- 
payer contended that the government's 
fraud case against him, based on the 
net worth theory, must fail. Was Tax- 
payer right? 


THE RULING 


In this case, at the outset, the absenc« 
of personal records is a circumstance of 
considerable weight, stated the Court. 
Men who have large financial interests 
normally have records. If there was not 
a complete absence of records, some 
evidence might have been obtained 
showing profits had been made in prior 
years. In that event, the government’s 
case might have been destroyed. On the 
other hand, the government had shown 
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New $550,000 Municipal Building, El Monte, Calif., will soon be ready for occupancy 


Building cost cut $42,380 
by Recordak Microfilming 


More than 6,500 sq. ft. of additional floor space would have 
been required in El Monte’s new Municipal Building if all 
records were kept in original paper form. 

But the taxpayers were spared this expense by microfilm- 
ing tons of deeds, court minutes, ordinances, etc. Now, 
these can be filed at the finger tips—any item found in a 
minute or two, and viewed in a Recordak Film Reader. 

Furthermore, protection has been greatly increased. Re- 
cordak Microfilms can’t be altered without detection; and 
duplicate films are stored in a remote bombproof vault. 

All in all, something to remember if you’re planning to 
build or rent. Or if you’d like to convert up to 99% of your 
present filing space into working space. 


**Recordak”’ 
is a trade-mark 


Name 


RECORDAK CORPORATION (Subsidiary of Eastman Kodak Company) 
444 Madison Avenue, New York 22, N.Y. 


Gentlemen: Please send free copy of “Short Cuts That Save Millions.’ 


FREE... Valuable New Booklet 
“Short Cuts That Save Millions” shows typical examples of 
how over 100 different types of business .. . thousands of concerns 
...cut record-keeping costs with Recordak Microfilming. 

Every executive ... every systems man will find this profit- 
able reading; will see how many of the short cuts will pay off 
handsomely in his own business. Mail coupon for your free 
copy today. Recordak Corporation (Subsidiary of Eastman 


Kodak Company) , 444 Madison Ave., New York 22, N.Y. 


SRELCORDERK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming 
—and its application to business routines 
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New Recordak Reliant does the job of 3 micro- 
Street 
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filmers. Saves film... is easier to operate 


City State 
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Panel 


of decision 


makers 


Today, IBM electronic panels like this are 
paving the way for a whole new family of 
lightning-fast computers and data proc- 
essing machines —‘‘decision-makers,”’ 
adaptable to large or small business, that 
can be mass-produced with typical IBM 
precision. 

These tiny, power-packed transistors 
mounted on printed wiring panels replace 
bulky vacuum tube assemblies. By greatly 
reducing heat output and by effecting dra- 
matic savings in space and power require- 
ments, their use in IBM electronic data 


processing machines results in vastly sim- 
plified installation. 

Through the use of developments such as 
this, IBM is bringing the revolutionary, yet 
practical, benefits of electronics to more 
businesses than ever .. . helping America 
work better and faster—at less cost. 


International Business Machines Corporation 
New York 22, N. Y. 


DATA 
PROCESSING 


(Circle 439 for more information) 


the expenditures and had traced back 
several years to show that there was no 
possible source of the money so spent. 
As to Taxpayer’s contention that there 
was no definitive net worth starting 
point, the Court stated that a definitive 
point had been established by the de- 
fendant’s own affidavit declaring a net 
worth of $10,000 in an offer to com- 
promise his tax liability. “Taxpayer's 
objection that the government failed 
to establish a definitive starting point is 
not substantiated by the evidence. 
Gambling activities, rather than $1,000,- 
000 kept in a suitcase, pointed to ‘Tax- 
payer’s source of income. Judgment of 
conviction was confirmed. (Lewis v. 
United States of America, U. S. Circuit 
Court of Appeals, June 30, 1955.) 


THE QUESTION 


Are occasional workmen, 
hired locally to assist in un- 
loading freight from a truck 
at a point not having terminal 
facilities, employees of that 
trucking company? 


THE FACTS 


M Company is a motor trucking firm 
which carries freight between its home 
ofice and various cities where it has 
terminal facilities. “The company also 
accepts freight for delivery at points be- 
tween terminals. At these “drop” 
points, company drivers hired local 
union helpers at the prevailing hourly 
rate to assist in unloading. Subsequent- 
ly, the drivers were repaid by the com- 
pany. Are these local helpers to be con- 
sidered employees of the trucking com- 
pany, thereby requiring the company to 
withhold income tax and pay them so- 
cial security and unemployment taxes? 


THE RULING 


It is the position of the Internal 
Revenue Service (Revenue Ruling 55- 
543) that employees performing service 
under the direction of an employee of 
a company are employees of that com- 
pany for purposes of Social Security 
and Unemployment Insurance taxes 
and for income tax withholding pur- 
poses. It does not matter that those sub- 
employees do not appear on the com- 
pany’s payroll, and are paid by the 
supervising employee out of his wages. 
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Cs Salesmen’s wives over- 
whelmingly believe that salesmanship 
most fairly rewards the effort a man 
puts into his job. Of those polled in 
a national survey of wives of trucking 
industry salesmen, 67°% support this 
belief. Only 15% think the next high- 
est occupation listed, engineering, is 
more rewarding. The wives also be- 
lieve salesmen generally, even exclud- 
ing their own husbands, are friendly, 
intelligent, aggressive, personable, in- 
teresting, and sincere. But only 9% of 
these same wives want their sons to 
become salesmen as adults. 

These and other significant reactions 


sales ideas 


How salesmen’'s wives feel 
about a selling career 





of the salesmen’s wives to their hus- 
bands’ jobs were the subject of a report 
to a meeting of the American Truck- 
ing Association’s Customer Relations 
Council. The survey which determined 
these facts was made by Research In- 
stitute of America. The salesmen’s 
wives were so interested in presenting 
their views, that 1,000 responded to a 
request for this information. 

Five general conclusions were drawn 
from the survey about the basic atti- 
tudes of salesmen’s wives: 

1. Selling is a tough, frustrating occu- 
pation, according to the wives. 
2. For the most part, the wife tends 





OPINIONS OF SALESMEN’S WIVES RELATING TO DIFFERENT FIELDS 
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Salesman 21% 36 
Engineer 31.5 6 
High School 
Teacher 19 1 
Accountant 11 0 
Office 
Supervisor 5.5 0.5 
X-Ray 
Technician 3 3 
Court Clerk 3 2 
News 
Reporter 0 38 
Private 
investigator 0 12 
Draftsman 1 0.5 
No Answer 5 1 
100.0 100.0 
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a new machine 
fo meet 
a growing demand 


for 
better 
master 
copies 











IF YOU USE MIMEOGRAPH, 
MULTILITH, OZALID or sim- 
ilar duplicating equipment — 
you know how difficult it is to 
get the right quality of type- 
written copy for reproduction. 
The new R. C. ALLEN Elec- 
trite, with exclusive Microflex 
Impression Control is engi- 
neered specifically to make per- 
fect master copies . . . consist- 
ently sharp, uniformly clear . . . 
better than any manual or elec- 
tric typewriter made for corres- 
pondence work can produce. 
Write for details or call an 
R. C. Allen dealer. 


+. e 
R.C.Allen Business Machines, Inc. 
684 Front Avenue, N.W., Grand Rapids, Michigan 
MANUFACTURERS OF ADDING 


MACHINES, CASH REGISTERS, BOOK- 


KEEPING MACHINES AND THE WORLD'S MOST ADVANCED TYPEWRITERS. 


(Circle 405 for more information) 











The Macey Collator 


... which automatically gathers printed sheets 


and mixed pieces of varying weights and sizes... 


now sold & serviced by 
Pitney-Bowes 


Originators of the postage meter . 
maker of mailing machines ... with offices 
in 94 cities in the U.S. and Canada 
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Fast ¢ efficient work saver-— 


Gathering or assembling by hand is 
slow and tedious, usually takes a lot of 
time, a lot of people, or both; disrupts 
office routine, diverts high salaried 
workers from their regular jobs. 

This new Macey Collator is highly 
efficient, easy to operate—can gather, 
stack and staple from 3,000 to 4,000 
sets, or as many as 64,000 letter weight 
sheets an hour on the largest model. 

It is wholly automatic, and extremely 
accurate. The top sheet is lifted by air, 
carried by suction to the conveyor 
tray. Each collated set is checked for 
thickness. A faulty set will cause a 


12 


stoppage, which is indicated by lights, 
and can be remedied in seconds. 

This machine is worth its cost in 
convenience alone, and soon pays for 
itself in personnel problems avoided, 
time saved, and faster distribution and 
mailing. Hundreds of users find the 
Collator invaluable in assembling form 
letters, bulletins, price lists, catalogues, 
instruction manuals, etc. 

The Macey Collator is now backed 
by Pitney-Bowes expert service from 
259 locations. Call the nearest PB 
office for information, or send coupon 
for free booklet and case studies. 


(Circle 458 for more information) 
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This 8 station model will 
gather up to 32,000 pieces 

an hour... handles sheet sizes 
from 3"x% 5" to 12"x 17"... Also 
available in 4, 12 and 16 station 
models... Can be equipped with 
automatic stacker, and wire stapler 
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Free | 
Booklet | 
Pitney-Bowes, Inc. | 
4501A Crosby St., Stamford, Conn. | 
Send free booklet & case studies | 
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Would you suggest % Yes 
your son become a: Answers 
Salesman 9 
Engineer 21 
High School Teacher 1 
Accountant 1.5 
Office Supervisor 1 
Physician 38 
Lawyer 19 
Commercial Artist 2 
Musician 1 
Mechanic 1 
Dentist 0.5 
No Answer 5 
100 





to minimize the company’s role in her 
husband’s career. 

3. A change of outlook appears in the 
making, although the salesman’s wife 
does not yet appear ready to accept the 
“professional” status of her husband’s 
job. However, she is equally unpre- 
pared to say that selling occupies the 
same unfavorable position she may 
have felt it did in the past. 

4, Selling has many basic advantages 
that contribute to making her hus- 
band’s occupation more satisfying, de- 
sirable, and well paying. 

5. There is much more the company 
can do to make her husband’s job 
more satisfying and productive for 
him, says the wife. 

Contained in this fifth conclusion is 
probably the most significant clue for 
management. Apparently the wife is 
completely familiar with her husband’s 
situation and problems, and the more 
modern methods of handling employee 
relations. Her suggestions for im- 
provements are aimed at three out- 
standing areas: recognition and com- 
munications, good service and coopera- 
tion, training and advancement. m/m 


"worth 
Salesmen’s contests: A recent 
survey of 3,000 members of New 
York’s Sales Executive Club showed 
that the objectives of 58% of sales 
contests were to increase sales vol- 
ume, 20% to stimulate “slow items,” 
7% to stimulate more calls on poten- 
tially profitable accounts. Concerns 
conducting sales contests used cash, 
merchandise, or trave) as incentives. 


repeating” 


methods 





What happens after a heart attack? 


Increased management understanding proves that cardiacs are still productive under a sensible program 


S* tel ett eet m@ Iwo weeks after his 


53rd birthday, an experienced foreman 
in your plant is struck down by a heart 
attack. One day he is an efficient em- 
ployee producing at a rate higher than 
at any previous point in his work ex- 
perience; the next day, his health is 
irrevocably damaged. What can you 
do? Should you force him to retire on 
the company pension plan, or can you 
keep him on and chance a_ possible 
legal entanglement should he have a 
second attack and die? Will his condi- 
tion affect his ability as a worker, or 
can he resume his job with little or no 
damaging effects? 

There was a time, not too many 
years ago, when management had no 
alternative. Medical practition- 
ers frowned on cardiac patients return- 
ing to work. The lack of adequate com- 
pensation laws and available insurance 
policies made employing a_ cardiac 
worker a prohibitive risk. The cardiac 


patient also found very little opportu- 
nity for any retraining. 


Should cardiacs work? 


The attitudes toward the interrela- 
tionship of work and heart disease have 
changed: Dr. Louis N. Katz, Director 
of Cardiovascular Department, Medi- 
cal Research Institute, Michael Reese 
Hospital in said 
“Work, one’s vocation, like play, one’s 
avocation, is a normal state of affairs. 
It is as normal as pregnancy and eat- 
ing. Therefore, work to which one is 
accustomed cannot be considered a 
detrimental per se. . There is no 
substance to the fiction that work can 
lead to any type of heart disease.” 

Through the efforts of medical 
science, legislative reforms, and _pro- 
gressive innovations by the insurance 
companies, the great bulk of heart 
diseased people can be employed gain- 
fully today, some in the same positions 


Chicago, recently, 





which they held prior to their illness. 
But just how a particular individual 
can be employed depends largely on his 
type of illness, his own ability and 
knowledge, the state laws that govern 
his employer, and the type of work he 
was previously doing. 

An example of the successful employ- 
ment of cardiac workers is demon- 
strated in a study prepared by Dr. S. 
Charles Franco, Associated Medical 
Director, Consolidated Edison Com- 
pany, New York. This study com- 
prises 896 cases of heart disease 
among approximately 25,000 em- 
ployees. This is an incidence rate of 
about 3.6 per cent. It does not repre- 
sent the total group of cardiacs, because 
this study was limited to those em- 
ployees who had a heart condition 
severe enough to cause sick absence in 
1952, or who were on limited work as- 
signment because of heart disease. A 
previous report, in 1950, with over 


1,800 cases, indicated that the rate for 
all cardiacs at Consolidated Edison, no 
matter how slight, is over 7 per cent. 

To view the situation of heart disease 
among these 25,000 employees in its 
proper perspective, it should be noted 
that the average age of males is 45.9 
years and for females it is 39.4 years. 
The females comprise 10% of the work- 
ing force. The average length of service 
is 20.3 years. About one-third of the 
males, and one-fifth of the females, 
working for Consolidated Edison, are 
over 50 years of age. It is estimated 
that 70% of the employees do physical 
work and 30%, are doing clerical work. 

These cases of heart disease are 
analyzed (Fig. 1, p. 15) from the point of 
view of etiology, sick absence, and pres- 
ent ability to work. Arteriosclerotic 
heart disease stands out as the most 
prevalent type of heart condition—58 
per cent. By contrast, rheumatic heart 
disease represents only a small fraction 


























Figure 4. HOW THE CARDIAC IS COVERED BY STATE LAWS* 
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HOW A NOTED TRAILER COMPANY 
CUT INVENTORY. REPORT PREPARATION TIME 507% | 


The problem of Fruehauf Trailer 
Company branches was to deter- 
mine quickly, by model, the loca- 
tion of used trailers in each of 71 
branches so that requests for mod- 
els unavailable in one branch could 
be filled from another. 

To solve the problem, inventory 
information is typed by each 
branch on forms pre-printed on 
Colitho Offset Duplicating Paper 
Plates and sent to the home office, 
where all plates are dunlicated. 
The 71 parts are collated and 
bound into books—one for each 
branch. 

Not only are long hours of copy- 
ing and proof-reading of individual 









Colitho Division, 


4910 Herb Hill Road, Glen Cove, N. Y. 


AL 
' 


tls SM Bi SG GE Wea ae 
THE “ONE-WRITE” WAY TO RUN A BUSINESS 
~ 


COLUMBIA RIBBON AND CARBON MFG. CO., Inc. ww 


Okay, rush the Colitho Idea File. 







reports saved, but also all chances 
of transcription errors are elim- 
inated. Uniform, original-looking 
copies — in perfect registration and 
in any amount desired—are 
obtained at a saving in production 
time of 50%. 

This case history demonstrates 
the economy and efficiency that 
countless businesses now enjoy 
through the use of Colitho Plates. 
We have a collection of these fac- 
tual stories which you will find 
packed with valuable ideas. Just 
use the coupon and you'll receive 
your copy of the Colitho Idea File 
promptly. ¢fa\\7 
” rae 
CO 
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WHO GETS HEART DISEASE 


VV pad \ad® tal eds m@ Heart disease can strike at any age. It is most frequent 
in middle and old age. A survey by Dr. Franco, Associate Medical Director, 
Consolidated Edison Company, shows that at Consolidated Edison 9.4 
cardiac cases per thousand persons are found between the ages of 20 
and 39. In the group from 50 to 59 years, there are 45.7 cases in every 
thousand. Significantly, the average age of the American worker is 
advancing, making industry's problem with the cardiac greater each year. 

Because the worker usually increases in efficiency and productivity as he 
advances in years, the problem again enlarges. A survey of the nation’s 
900 leading executives reveals that more than 800 are over fifty. In a 
recent year, 16 out of 29 executives who died at General Motors were 
victims of cardiovascular diseases. This same proportion holds true through- 
out the business organization. Key supervisors, production men, office 
workers, and bench workers are equally prone to heart trouble. 








—7.2 per cent. The hypertensive group 
occupies an intermediate position, but 
10% developed major arterio- 
sclerotic complications and are listed 
instead under that disease. 


over 


An interesting feature of this sum- 
mary is that nearly 46% of the em- 
ployees with heart disease did not suffer 
any sick absence in 1952. It is impos- 
sible to calculate the actual absence fre- 
quency rate for the group because un- 
der this system only the major cause of 
absence is listed and the cardiac diag- 
nosis naturally supersedes many others. 
But it appears that the absence fre- 
quency rate is less than the company 
average by about 25 per cent. Of course, 
the disability and severity rates are 
above the company average because 
only the more seriously ill cardiacs are 
being considered and the morbidity 
rates are highest in the arteriosclerotic 
heart disease group. 

Approximately 70% of the employees 
in this study required physical restric- 
tions because of their heart disease. 
Figure 2 shows a relative preponder- 
ance of non-physical workers such as 
clerks, draftsmen, inspectors, etc. 
among those at full duty. The non- 
physical workers also show an increased 
percentage among the limited duty 
cases in whom the physical restrictions 
did not interfere with working in the 
job title. It is important to note that 
this summary actually covers nearly 400 


job classifications in which the cardiac 
is doing a productive job. These in- 
clude all types of clerical, mechanical, 
operating, and engineering work. 
Age groups and length of service are 
shown in Figure 3. It confirms that the 
greatest incidence of cases occurs in the 
40’s and 50’s and the greatest prepon- 
derance is in the workers with over 25 
years of service. In fact, the average age 
is 55 years and the average length of 
service is 31 years. It is evident that 
heart disease affects the workers in their 
most productive years, when their skill 
and experience are of the greatest use. 


Laws and the cardiac 

Compulsory protection is the legisla- 
tive rule, rather than the exception, in 
most states. 
provide payments to workers injured 
at their jobs or who become ill and are 
unable to work. These laws usually 
offer a “‘second injury” provision which 
allows workers who have had one in- 
jury, or one or more attacks of an ill- 
ness, to come under the protection of 
the compensation laws. 

Another law found in some states 
provides rehabilitation payment for dis- 
abled workers. Most states also have a 
permanent total disability law, which 
provides payment for workers perma- 
nently disabled by injury or illness. 
The more prevalent type of legislation 
limits payments to specified amounts 
and for limited 


The compensation laws 


periods. Figure 4 
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Getting there is half the fun 


Going places? Then let the world know about it. The office that’s equipped with 
Royal executive and secretarial furniture is telling the world that it’s 

on its way ... that it’s far enough toward its goal to provide employees and executives 
with the very finest equipment possible. Everybody, from client to customer 

to clerk, notices this attention to detail. Do your executive offices 

reflect your own progressive thinking? If not, look into Royal furniture . . . 

a wise investment in personnel and public relations. 

Roya Meta MAnuracturiInG Company e 175 North Michigan Avenue « Chicago 1, Illinois 


Offices and plants from coast to coast 


for additional helpful ideas, turn this page. . . 
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No. 1210 Executive Chair 

The seat of good judgment... designed for a 
man of impeccable good taste. Large seat and 
back are firmly molded with 6” of foam 
rubber—upholstered in rich  Royal-Point 
fabric. Seat is flexible... raises, and 
swivels at any height. Back is also adjustable. 
Plastelle enamel finished frame is ruggedly 
constructed. Internal mechanism crafted with 
watch-like precision. 


lowers 


Look to 
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No. 1250N Executive Chair 

Here’s a chair that heralds the position of 
every V.I.P. Built for man-size comfort, the 
wide, richly padded seat and adjustable free- 
floating back is tailored to perfection. Coil 
spring seat raises from 17” to 23”. All 
welded square tube frame is as strong as 
steel...features convenient island type base. 
Neatly upholstered armrests. 





Royal Metal Furniture Company, Dept. 310 
175 No. Michigan Ave., Chicago 1, Illinois 


Please rush me the new illustrated folder on your 


distinctive line of executive chairs. 


Name_ ees 


Address_ oa 


City : Zone State 
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No. 1230N Executive Chair 

With dignity and masculine simplicity, Royal 
has crafted this streamlined executive chair. 
24 unit hourglass coil spring seat is lavishly 
padded and mounted on_all-welded steel 
frame. Tilt and swivel mechanism is adjust- 
able for personalized contour comfort. Sturdy 
island base complete with rubber kick-plates. 
Upholstered arm rests are poised on Plastelle 
finished frame. 


professional furniture 


1276N Posture Chair 


Royal’s deluxe posture chair was designed to 
promote top efficiency through healthful con- 
tour comfort. Shaped backrest is mounted on 
sturdy steel upright for back support and is 
adjustable 4 ways. 2144” thick foam rubber 
seat can be raised from 17 to 23 inches... 
swivels at all heights. All welded steel base 
finished in Plastelle enamel. 
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No. 1265N Secretarial Chair 

Smart styling with comfort where it counts... 
in foam rubber seat and 4-way adjustable 
backrest. Generous seat capacity gives full, 
firm support to stout or petite worker. Back- 
rest is mounted to compression action that 
follows every body movement. Steel frame 
finished in attractive Plastelle enamel. Sturdy 
base features molded rubber scuff guards 
and ball bearing casters. 


designed to facilitate modern business 
in form... function... and economy. 





SOON Arm Chair 

A matching companion piece to No. 1230, 
this model was designed to complement a 
distinctive decor. All welded steel frame ac- 
centuates the neat upholstery of Super Tuftex 
..a guaranteed vinyl plastic fabric. Seat, 
featuring coil spring, is fully padded along 
with backrest. Complete with upholstered arm 
rests. Overall dimensions: 21” x 2314”. 


No. 913-N Side Chair 

A matching side chair of fine quality. All 
metal, all welded square tubular steel frame, 
with leg braces for extra strength. Up- 
holstered, replaceable flex-spring seat. Note 
flared legs, which protect back from marring 
wall. Seat, 16144” x 16”; back, 14” x 10”; 
overall, 1614” x 1934”. Plastelle enamel finish. 





METAL FURNITURE SINCE '97 


ROYAL METAL MANUFACTURING COMPANY » 175 No. Michigan Ave., Chicago 1, Ill. 


Factories: Los Angeles « Michigan City, Ind. + Plainfield, Conn. « Warren, Pa. « Walden, N.Y. 
Southfields, N.Y. « Galt, Ontario 
Showrooms: Chicago « Los Angeles « San Francisco « New York City 


Authorized dealers everywhere 





graphically outlines the legislative re- 
quirements in each of the 48 states, ac- 
cording to an article in the May, 1954 
issue of Occupational Hazards. 

The cost of this coverage to employ- 
ers has been held to a minimum. In 
fact, the State of New York recently 
dropped the cost by 41 million dollars. 


Insurance protection 


The insurance companies have also 
played a prominent role in the applica- 
tion of better safeguards. The modern 
policies offered by the insurance com- 
panies allow cardiac workers to join 
pension plans, insurance groups for 
Blue Cross hospital insurance, Blue 
Shield medical and surgical service ex- 
pense, and salary continuation plans, 
in the event of disability. 

To demonstrate the enlightened in- 
surance company point of view, Dr. 
Lauritz S. Ylvisaker, Vice President and 
Medical Director of the Fidelity Mu- 
tual Life Insurance Company of Phila- 
delphia, has outlined the following 
case histories of cardiac cases employed 
in his own company. 

A male patient, with a congenital 
heart disease, was hired eleven years 
ago at the age of 26. He had been re- 
jected for military service and for em- 
ployment according to existing prac- 
tices at the time, because of his condi- 
tion. He was accepted for temporary 
employment because of the acute short- 
age of help during the war. During his 
first year, he became ill with severe 
endocarditis, and was one of the first 
patients to recover from this with the 
aid of heavy penicillin therapy. He was 
absent from his job for almost a year. 
Since that time he has lost no addi- 
tional time because of his heart condi- 
tion. In spite of his serious condition, 
he has progressed in his work. From an 
insurance standpoint, he is covered by 
workman’s compensation, is earning his 
pension rights, and has the protection 
of group insurance and salary con- 
tinuation in the event of disability. 

Another example is that of an in- 
surance executive who developed an 
arteriosclerotic disease of the heart and 
blood vessels at the age of 57. The 
original attack left him with a perma- 
nent condition which required hos- 
pitalization a year later. He was away 
from work for short periods on each 
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Figure 1. 


Analysis of 896 Cases of Heart Disease 
Consolidated Edison Company of New York 
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No. cases 896 528 292 65 11* 
(58%) (32.5%) (7.2%) (2.3%) 


Full duty 256 126 122 8 0 
Limited 

Duty 640 402 170 57 11 
Employee 

with 

Absence 411 230 159 2! | 
Disability 

Retirement 30 17 7 6 
Deceased 35 20 11 4 | 


*Luetic Heart Disease 
Paroxysmal Auricular Tachycardia 
Lutembacher Syndrome 
Pulmonary Heart Disease 
Chronic Pericarditis 
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Figure 2. 
Job Classification of Cardiacs 


| Full Duty (28%) 


Non-physical Workers ........ 121 
Physical Workers: .«.........0%: 135 


Il Limited Duty (72%) 
1. Job Title Not Affected 





Non-physical Workers ........ 193 
Physical Workers ............. 121 
314 
2. Job Title Affected 
Non-physical Workers ........ 24 
Physical Workers ............ 302 
326 
896 
Figure 3. 


Heart Disease in Industry 
Lenath of Age in years (active employees) 
service 20-29 30-39 40-49 50-59 60-65 


Under | Year — — — 
1- 3 Years | 


4- 9 Years a 4 6 4 2 
10-15 Years a 2 _ — — 
16-19 Years — 7 12 12 9 
20-24 Years — _ 80 76 38 
25-29 Years oo _ 82 177 67 
30-40 Years _ — 2. th 94 
41 and Over — a a 5 32 














The hand folding of bulletins, form 
letters, statements and other usual 
mail enclosures is not only monoto- 
nous and boring for your office 
workers... it also wastes their time 
and your money! 

You can stop this waste with a PB 
model FH office Folding Machine. 

Electrically driven, with semi-auto- 
matic feed, it is far faster than hand 
folding. It can make two folds at 
once, double fold 84% x 11 sheets up 
to 5,000 per hour. With automatic 
feed (optional at slight extra cost) it 
is even faster. 

The FH makes eight different folds, 
handles sheets as large as 8144 x 14 
inches, as small as 3 x3 inches, most 
all weights and finishes. It even folds 
sheets stapled together. 


The larger fully oN 

automatic FM, Ss 
folds up to 19,000 > 
sheets an hour. 


= PITNEY-BOWES 
4 Folding 
Machines 


Originators of the postage meter... 
94 branch offices, with service in 259 
cities in U. S. ana C’ nada. 


How to save 
folding time 
and money! 


Costs less 
than a 
typewriter 


Small and light, it can be moved 
anywhere, used easily by anyone, 
doesn’t need skilled operators. Just 
move two knobs to the required 
measurements and it’s ready to fold 
in seconds! 

The FH costs less than a typewriter, 
quickly earns its cost even in small 
offices. Call your nearest PB office 
for a demonstration. Or, send the 
coupon for free illustrated booklet. 





Move two knobs on inch scales to fold 
widths wanted—and the FH is ready to go! 





PitNey-Bowes, INC. 
4510 Walnut St., 
Stamford, Conn. 








Send free booklet on Folding Machine to: 


Name 





Firm 
Address 











(Circle 461 for more information) 
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SPAN FINDER | 


A New Filing Concept Giving You A 
Unique Combination of Advantages: 


The proven space-saving, speed and economy of open-shelf filing. 
Record protection from dust, dirt and fire equal to that of drawer files. 
Pull-out work shelves for file maintenance and notations. 


. 


Photo at upper left shows Space Finder No. 1200 with doors closed. Center left photo 
shows girl using door as posting shelf. Space Finder at right has all doors open for 
active filing use. (Available with or without doors.) 





For full details about Space Finder File 


and our other new equipment for the of- 
fice, write for Catalog No. 6 as well as the 
name of your local representative. 


PUNCHED CARD USERS: 





PO" FA FES PRODUCTS C0.—57 Post St., San Francisco 4 


(Circle 474 for more information) 


New Underwood Desk Stabilizer 
ends “desk wobble,” 
costs only $4.95 


Underwood’s new Desk Stabilizer eliminates desk 
vibration, turns a wobbly typewriter platform into 
a firm, steady typing support. 

Eye strain, frayed nerves and vibration errors 
are reduced; higher quality work is assured. 

Underwood’s Desk Stabilizer offers a sure way 
to get better work out faster with less fatigue. Order 
the new Underwood Desk Stabilizer from your 
Underwood Office. You'll find the number in your 
phone book. Order yours today! 


Adjusts from 17 to 31 inches 

Automatic, self-locking mechanism 
Instant finger-tip release 

Smooth, no-snag, all-metal construction 
Positive support ... no slippage 
Supports over 200 pounds 

Telescopes to fit in any desk drawer 


Mar-proof rubber top bumper and floor base 


)) DIVISION 
CORPORATION 


SUPPLY 
UNDERWOOD 





One Park Avenue, New York 16, N. Y. 


(Circle 476 for more information) 





INCIDENCE OF HEART DISEASE 








MORONS 


IMBECILES 





NORMALLY INTELLIGENT 





INTELLIGENCE LEVEL 


Relationship between intelligence and heart disease was indicated in a paper on ''Wasted Manpower" 
presented to the American Society of Mechanical Engineers by Trafford W. Bigger. Mr. Bigger cited 
that the incidence of heart disease was greater as the intelligence level rose. 


occasion, but he has been back at his 
usual work and has lost no further time 
during the last five years. In this case, 
again, the employee was covered un- 
der all the group insurance programs. 


How to place cardiacs 


One of the basic needs is a far- 
reaching program of evaluating the 
ability of cardiac patients, and finding 
places in industry where management 
can put this ability to work within the 
cardiac’s specific physical limitations. 
Pioneer work in this field has been the 
establishment of Work Classification 
Units, sponsored by the New York 
Heart Association, Inc. The first of 
these units was set up in 194], at Belle- 
vue Hospital, under the direction of 
Dr. Leonard J. Goldwater. There are 
now four such units in New York City, 
and 34 throughout the country. 

The function of the Work Classifica- 
tion Unit is the work evaluation of a 
patient based on a three-way approach 
to the problem. The units are staffed 
with a cardiologist, a medical social 
worker, and a vocational counselor. 
Thus, the medical, social, and voca- 
tional factors may be taken into con- 
sideration in making a recommenda- 
tion on the cardiac’s ability to work. 

The objective of the unit is to fit 
the person into productive employ- 
ment. There are two phases: advising 
patients who have had work experience 


before their illness, and guiding young 
cardiacs who are looking for their first 
job. All the units operate as research as 
well as service units, to give a total 
evaluation of a cardiac patient’s work 
tolerance, and to do a follow-up study 
of the patient over a period of years. 

On his first visit to the clinic, the 
patient is interviewed by the medical 
social worker and the vocational coun- 
selor, and then examined by the physi- 
cian. A conference is held at the end of 
the clinic session and the case is dis- 
cussed, taking into consideration the 
total problems of the individual. The 
patient usually makes two visits to the 
clinic; the first for initial tests and in- 
terviews, and the second to receive the 
work recommendation. 

Although the Work Classification 
Unit is still in its infancy, it has al- 
ready revealed that most work is not 
too strenuous. It has also disclosed that 
motivation, mental anxiety, taboos, and 
prejudices play as great a role as the 
type of work to be done. It has em- 
phasized that housework may be as 
strenuous as factory work, and that the 
energy expended going to and coming 
from work, may be as important to the 
patient as the work itself. 

The creation of these units in all the 
major industrial centers of the country 
would not only assist cardiac workers 
in obtaining the right jobs, but would 
provide employers with an important 
source of skilled workers. m/m 
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. which represent more than a million hours 


of payroll time saved in a single year... 


plus expedited order filling and billing 











by hundreds of companies — 





Ozalid order invoicing has simplified 
order filling, shipping, inventory controls, 
and speed billing for almost every type of 
business— manufacturers, distributors, 
wholesalers, retailers, service and specialty 
companies . . . and brought savings to 
some of the country’s largest and smallest 
businesses. 

Rewriting, typing and re-checking are 
eliminated, and copying errors avoided. 
The handling of back orders can be greatly 
expedited. Billing machines are no longer 
needed. The shortage and constant re- 
placement of experienced office girls cease 
to be a problem. Office workers can devote 
their time to more productive forms. 
Messy duplication methods are dispensed 
with. Forms inventory is reduced. 

Ozalid copies of orders can be made in 
less than a minute and a letter-size sheet 
costs less than 1 4¢. 

Any Ozalid branch or distributor will 
offer practical and effective suggestions 
for procedures and forms, without cost. 

Following are a few typical instances of 


time and cost saving, with applications 
of Ozalid invoicing: 





Hardware Company, stocking more than 
60,000 items, with thirty salesmen, had 
seven clerks handling 800 invoices a day. 
With Ozalid, one clerk processes 1000 
orders a day. 

Electrical Wholesaler, with Ozalid cop- 
ies of orders as invoices, speeded billing 
and back orders, uses one clerk instead of 
three, saved $17,000 first year. 

Dairy Company formerly required five 
days to process monthly bills to customers 
from route men’s orders. Now with trans- 
lucent order forms and Ozalid copies, 
billing is done in eight hours. 


Metropolitan Newspaper using Ozalid 
order forms for invoices for classified ad- 
vertising, has speeded billing, and diverted 
five typists to other jobs. 
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Food Manufacturer had trouble mak- 
ing deliveries on time, because drivers had 
to wait for invoices; and was bothered by 
the high rate of errors in routing and 
billing. Ozalid invoicing releases trucks 
hours ahead of previous schedules, less 
routing errors, and taken pressure off the 
clerical staff. 


Plumbing Supply Company switched 
to Ozalid order invoicing, and is able to 
keep billing current, and save $15,000 a 
year on clerical payroll. 

Lumber Company, with Ozalid order 
invoices, was able to eliminate four tran- 
scriptions, get out bills two days earlier, 
and make better use of small clerical staff. 

Rubber Goods Manufacturer, adopted 
Ozalid order form, and now one girl.gets 
out more invoices than two billing machine 
operators did fc:merly, with time saved. 

Food Packer, selling to jobbers and 
chains, with Ozalid invoicing saves the 
time of two typists, and accounting time. 

















reve 

Furniture Company, with four factories 
which ship direct, adopted Ozalid order 
forms to expedite orders to factories, sup- 
ply customer invoices and copies for sales, 
billing, and records. In addition to clerical 
time saved and errors eliminated, deliveries 
were speeded up. And Ozalid copies cost 
much less than forms used before. 


(Circle 455 for more information) 


Stationery Company with both whole- 
sale and retail accounts, had nine electric 
billing machines, and was never able to 
get enough competent operators. Billing 
sometimes ran eight weeks behind. With 
a new order form and Ozalid, 900 invoices 
are processed a day. The payroll savings 
is more than $16,000 a year. 





Ozalid invoicing to save rewriting, handle 
back orders more efficiently, have plenty 
of copies for other purposes; and to copy 
stock records, bulletins, reports on the 
same Ozalid machine. 

Parts Distributor adopted Ozalid in- 
voicing to replace a messy duplicating 
procedure, although the time saved was 
not a factor. 














Trucking Company required many and 
varying quantities of freight bills; and 
found Ozalid copies the fastest, easiest and 
cheapest way to get extra copies of way- 
bills; and later copies for past due notices. 

Ceramics Manufacturer printed a trans- 
lucent order form listing 300 items. Sales- 
men fill in quantities. Orders are priced 
and extended at office, and Ozalid copies 
used as invoices. Errors in shipping and 
billing were eliminated and time typing 
invoices saved. 


The wonderful versatility and adapta- 
bility of Ozalid to all kinds of business and 
office procedures may be beneficial to your 
business, and your profits. Ask the nearest 
Ozalid distributor to suggest methods 
which are effective for other companies. 

















avoids typing & transcription 
saves clerical work & time— 


The basic ingredient of the Ozalid system is a translucent 
order form, which can be a single sheet, padded set, carbon 
interleaved, continuous or devised to your special needs. 


On the written or typed order form are subsequently 
entered specifications, stock number, prices, terms, discounts, 
extensions, or other needed data. 

Ozalid copies of the order are used for order filling, 
shop instructions, customer notifications, packing slip, 
delivery order, and invoice; and are also available for credit, 
accounting, inventory control, records. One order, written 
once, provides for order filling, shipping, billing. 









































BAMBINO (left) is the smallest, fastest, low-priced 
office copying machine; will make 200 copies an hour, 
on sheets as wide as 9", for less than 1 1/2¢ a copy. 


OzaMATIc (above) is a table model, moderately 
priced, designed for office use. It handles sheets as wide 
as 16", and can make up to 1,000 prints an hour. 


; 


is fast, easy, economical, labor saving . . . Original copy on 
translucent paper, cloth or film is placed over sensitized 
paper or material, and fed into an Ozalid machine. 

The original is copied instantly by light, developed 
quickly by vapor, delivered dry, 1. less than a minute. 
A letter-size sheet costs less than 1% ¢. 

Anybody can use an Ozalid machine. And there are 
models for every business large or small. 


For a demonstration, call any Ozalid branch or distributor . 
(back page). Or write 64 Ozaway, Johnson City, N. Y.... | 
In Canada, Hughes Owens Co., Ltd., Montreal. 
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New STREAMLINER 400 . . . prints on sheets or 
continuous roll stock up to 42"’ wide, as fast as 24’ 
per minute . . . improved design, superlative performance, 
best value among lower priced whiteprint machines. 


Ozalid Branches 


Atlanta Ga.— 1219 Williams St., N. W. 
Elgin 0351 

Chicago 111.— 1219 No. La Salle St. 
Michigan 2-7505 

Dallas Tex.—1400 Hi Line Drive 
Riverside 6483 

Detroit Mich.— 3815 West Fort Street 
Tashmoo 5-0500 


indianapolis Ind.— 216 S. Pennsylvania St. 
Melrose 7-2481 

Los Angeles Cai.— 1001 North La Brea Ave. 
Oldfield 4-0550 

Milwaukee Wis.— 5856 N. Port Washington Rd. 
Woodruff 4-3550 

New York N. Y.— 350 West 4th Street 
Algonquin 5-2880 


Ozalid Distributors 


Eastern 
Baltimore Md.— Chas. W. Speidel & Co., Inc. 
Court Square Buliding, Plaza 3027 
Birmingham Ala.— The Re-Print Co. 
2025 First Ave., No., Phone 3-9171 
Boston Mass.— Spaulding Moss Co. 
42 Franklin St., Liberty 2-3000 
Buffalo N. Y.— Commercial Blue Print Co., Inc. 
208 Lower Terrace, MAdison 0208 
Charlotte N. C.— Duncan Printmakers 
303 West Fourth St., Edison 4-1398 
Cincinnati 0.— tne Ferd Wagner Co. 
817 Main St., ain 6575 
Cleveland 6.— City Blue Printing Co. 
1010 Euclid Avenue, Cherry 1-7347 
Columbus 0.— The Ferd Wagner Co. 
1164 Lincoin Rd., Hudson 8-6559 
Dayton 0.— The Ferd Wagner Co. 
4 South Main St., Adams 2883 
Fernwood Pa.— Chas. W. Speidel & Co., inc. 
614 Baltimore Ave., Granite 4-5206 
Madison 6-4000 
Knoxville Tenn.— Knoxville Biue Print & Sply., Co 
614 Western Avenue, 5-0463 
Memphis Tenn.—Wray Williams Blue Print Co. 
23 S. Second St., Phone 5-6353 


Nashville Tenn.— Arrow Biue Print Co. 
144 Third Ave., No., Phone 5-1261 


Pittsburgh Pa.— Chas. W. Speidel & Co., inc. 
106 Stratford Avenue, EMerson 1-8100 


Toledo 0.— Toledo Biue Print & Paper Co. 
316 Superior St., Adams 7224 


Midwest 


Billings Mont.— Selby Re-Print Co. 
114 North 27th St., Phone 9-3327 


Davenport la.— Engineers Supplies 
318 Ripley St., Phone 2-7507 


Helena Mont.—Helena Blue Print Co. 
511 North Rodney St., Helena 2844 


Minneapolis Minn.— H. A. Rogers Co. 
817 Marquette Ave., Phone Li 7655 


Omaha Neb.— Omaha Photographic Lab. 
313 South 14th St., Phone AT 8946 


Rockford I11.— Fincham Industrial Co. 
1001 Broadway, Phone 4-5684 


South Bend Ind.— The Office Engineers, Inc. 
116 South Michigan St., Phone 3-3118 


Southwest 


Alexandria La.— Reproduction Sply. Agency 
1724 Elliott St., Phone 7586 


The new PRINTMASTER 810 prints and develops 

in one continuous operation, as fast as 40' a 
minute, on roll or sheet stock as wide as 42" . . . gives 
maximum production with economical operation. 


Oakiand Cai. 1725 Poplar Street 
Twinoaks 3-8445 


Rochester N. Y.— 82 St. Paul Street 
Hamilton 2893 


$t. Louis Mo.— 1421 Hampton Avenue 
Mission 7-1900 


St. Paul Minn.—48 East 4th St. 


Amarillo Tex.— Browning Biue Print Co. 
310 Taylor Street, P.O. Box 2448 
Phone 3-8343 


Austin Tex.— Douglas B. Burton 
1705 East Avenue, Phone 8-7451 
Beaumont Tex.— White Blue Print Co. 
320 Fannin St., Phone 2-8451 
Corpus Christi Tex.— Nixon Blue Print Co. 


Wilson Tower P. 0. Box 407, 
Tulip 2-2551 


Dalias Tex.— Horn Blue Print Co. 

404 S. Ervay St., Phone Sterling 5266 
Denver Col.— Business Machines Co. 

1055 Lith St., CH 4-1303 
Denver Col.—H. R. Meininger Co. 

1932 Broadway, Tabor 5-1301 


Fort Worth Tex.— Tarrant County Reproduction Co. 


1306 Main Street, Fortune 0531 
Houston Tex.— Yarberry’s 
1710 Rusk Ave., Charter 6936 
Kansas City Kan.— The Drexel Company 
612 State Avenue, Drexel 4431 & 4432 
Lubbock Tex.— Lubbock Engineering Co. 
1638 Main St., Phone 5-8632 
Midland Tex.— Permian Reproduction Co. 
321 North Colorado St., Phone 2-4591 


(Circle 455 for more information) 


San Francisco Cal.— 933 Harrison Street 
Yukon 6-2658 


Schenectady N. Y.—516 Curry Road 
Schenectady 7-7536 


Syracuse N. Y.— 2507 James Street 
Syracuse 73-0285 


Washington D. C.—1107 19th Street, N. W. 
Executive 3-6710 


New Orieans La.— Crescent Blue Print Co. 
728 Gravier Street, Tulane 7703 


Okla. City Okla.— Triangle Blue Print & Sply. Ce. 
202 N. W. Second St., Phone RE 6-1573 


San Antonio Tex.— R. H. Holland Co. 
310 S. St. Mary's St., Capitol 4-5593 


Tulsa Okla.— Triangle Blue Print & Sply. Co. 
314 South Cincinnati, Diamond 3-0168 


Wichita Kan.— Bewal, Inc. 
409 West Douglas, Hobart 4-1085 


Pacific 
Honolulu Hawaii—Honolulu Paper Co., Ltd. 
Ala Moana at South St., Phone 50-1711 
Las Vegas Nev.— Las Vegas Blue Print & Photocopy 
207 N. Third St., Las Vegas 2160 
Phoenix Ariz.— Acme Blue Print Co., inc 
517 - 519 N. First St., Alpine 3-9504 
Portland Ore.—Columbia Copy Company 
626 S. W. College Street, Capitol 6555 
Salt Lake City Utah—Certified Engr. Sply. Co. 
164 East Second St. So., Phone 4-1821 
Seattle Wash.— Seattle Art & Photo Supply, Inc. 
359 Roy Street, Alder 7984 
Spokane Wash.— Abadan-Spokane 
West 415 First Ave., Madison 0117 
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How a recreation program benefits company and employee 


by Ken Klinger 
Asst. Personnel Director and Recreation Director 
Consolidated Vacuum Corporation, Rochester 


es he modern emphasis 
placed on social and psychological ad- 
justment of employees as a factor in 
high productivity has been a prime 
cause for recent development of new 
recreation programs. Management has 
and correctly so, that the 
best employee is the one who is able to 


reasoned, 


relax while off the job. 

A good recreation program offers em- 
ployees an opportunity to enjoy a bet- 
ter balanced life. In turn, this provides 
better 
more productive employees. 

Consolidated Engineering Corpora- 
tion, of Pasadena, California, purchased 
the Vacuum Equipment Division of 
Distillation Products Industries, East- 
man Kodak Company, in Rochester, 
New York, in 1952. The management 
of this new company, Consolidated 
Vacuum Corporation, wished to main- 
tain and improve the excellent employ- 
er-employee relations that existed. 
They, therefore, approved and encour- 
aged the formation of an employees’ 
recreation club. 


management with adjusted, 


Building a program 


The initial step was for the Indus- 
trial Relations Department to select 
an organizing committee. Five em- 
ployees who had been active in recrea- 
tion programs under the previous man- 
agement, representing various depart- 
ments of the company, were chosen. 
This committee adopted the name of 
Consolidated Vacuum Recreation Club 
(CVRC) and prepared a Constitution 
and By-Laws for presentation to the 
employees. The committee outlined 
the following objectives: 

“1. To further the good fellowship of 
its members by promoting and encour- 
aging those social, cultural, outing, and 
physical activities desired by members. 
“2. To properly recognize and adminis- 
ter those benefits of the Sunshine Pro- 
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gram as described in the By-Laws.” 

All the factors needed to insure a 
successful organization were outlined 
in detail, including Membership, Dues, 
Governing Body, Duties of the Board 
of Directors, Duties of the Officers, 
Elections, Committees, and the Sun- 
shine Program. The Constitution made 
the CVC Recreation Director perma- 
nent CVRC Executive Secretary, thus 
insuring continuity and breadth of ex- 
perience from one Board of Directors 
to the next one. 

Having laid a firm foundation on 
which to formulate its program, the or- 
ganization committee sent a letter to 
all CVC employees introducing the new 
Recreation Club. It was accompanied 
by a membership application card and 
a slate of candidates for election of a 
CVRC Board of Directors and Officers. 
The committee had chosen representa- 
tives from each department, particular- 
ly those enthusiastic and active in vari- 
ous employee activities. 

Within a week of the first announce- 
ment, membership applications had 
been received from 91% of the em- 
ployees. The CVRC Directors contact- 
ed the non-members, and in a few days 
every employee was a member. One 
hundred percent membership has been 
maintained ever since. After deduction 
of the nominal yearly dues of $1.25 by 
the payroll department, CVRC mem- 
bership cards were distributed to the 
members. All-out publicity on the new 
club was given in the company paper 
“Convanews,” on the plant bulletin 
boards, and by personal letter to every 
employee. With election of the first 
Board of Directors, the organization 
committee functioned as advisors. 


Planning and financing a program 


The first responsibility of the Board 
was to plan the year’s over-all program 
and budget. Experience with the em- 
ployees under the previous company, 
and a certain amount of guesswork and 
planning “know-how” were required 





A GREAT LEVELER 


A baseball diamond or basketball court coli : 
some of the few remaining areas where manage- 
ment and workers can meet on acommon ground, 
without mutual suspicion. Social, economic and 
cultural backgrounds "go out of the window" 
when an executive vice-president and lathe 
worker find themselves teammates. 












RELIEVES JOB MONOTONY. Re ee, 


In today's standardized production lines, few workers have an oppor- 
J tunity for creative expression. Recreation also provides that mental 
> and physical relaxation needed to keep the worker interested in his job. 


BUILDS FRIENDSHIP ies 


{i}, New employees can become better adjusted: a 
Gs to their jobs. A sound program provides an op- — 

portunity to all workers to meet and understand 

each other. It develops a sense of sharing ee 

- feeling of belonging to its participants. 













KEEPS MORALE HIGH 


Employee morale increases appreciably on es : 
off the job. Employees will talk about last om he z 
games, a healthier rn topic than 


gossip, rumor or unjustified gripes.” 













FAMILY PARTICIPATION 


A wife and family can have a substantial effect on an employee's engl 

A if they participate in company activities. Tensions and burdens of an 
_ unhappy home life can upset a worker's eee aoe: 

production results from a secure, adjusted : 







Munigamnet can spot agreed 
through its recreation program. A 
be doing a menial or pig stip ts 
the working hours, and yet hold all the 

ability for a higher position. If he is 

to in sports, chances are he'll be 
as a work leader, 














COMMUNITY AND PUBLIC RELATIONS 


Any time a number of people are taken up in a single activity, it is of 
] interest to the people around them, The company that gives its em- 
ployees a chance to show that the company is an one eee 
munity does itself a service. po | 
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to fill out a complete program of rec- 
reation in that first year. 

The program was financed by the 
employees’ membership fees, by an 
equal sum contributed by the company, 
and by profits from the vending ma- 
chines in the company cafeteria. Any 
further expenses of the program were 
underwritten by the company. 

The next year, a simple activities 
questionnaire was distributed to the 





Consolidated Vacuum Corporation 
CVRC Activities Questionnaire 


This questionnaire is submitted to pro- 
vide your CVRC directors with informa- 
tion to guide them in planning the ac- 
tivity program for 1955. 

Please answer these questions and return 
the questionnaire to your CVRC represen- 
tative no later than February 11, 1955. 


1. The following events occurred in 1954. 





If you feel that an event should be re- 
peated in 1955, please check the “Yes” 
column to the left of the event. If you 
feel that an event should not be repeated, 
please check the “No” column, and if you 
wish, comment briefly on why you checked 
“No.” 


3 
77) 








Bowling League 

Bowling Banquet 

Fashion Show 

Golf Program 

Picnic 

Fishing Contest 

“Pick the Winner” Base- 
ball Contest 

Family Night at Red Wing 
Stadium 

Horseshoe Program 

Tennis Program 

Cartoon Coloring Con- 
test 

Christmas Cartoon Show 

Christmas Party 

Doll Dressing Contest & 
Toy Collection 

Euchre Tournament 





TTT LPP 
PTL | UTI 





2. I am interested in the following new 
events for 1955. Please check one. 


YES No 














Photography Club 

—— —— Excursion to Buffalo (or 
Toronto) to see hockey 
game 

—— —— Family nite at the thea- 
ter (Auditorium or 
Arena) 

—— —— Bus trip to Niagara Falls, 
Corning Glass Museum, 
etc. 

——— Card Tournaments (Bridge 
or Pinochle) 
I am interested in the following new 
activities not listed above: 





Signature (not required) 
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employees, requiring only that they 
check yes or no. ‘This questionnaire is 
reproduced, in full, to the left. 

The recipients were asked to men- 
tion any new activities in which they 
would be interested. 48°% of the forms 
were returned and the results served 
as a very helpful guide to the Board in 
planning this year’s activities. 

Based on the estimated attendance 
or total participation in each activity 
and the anticipated income, money 
was budgeted for each affair. The 
1955-56 program and budget is shown 
in the chart at the right. 

Additional or new activities and 
events most often originate from the 
employees themselves. All new ideas or 
suggestions in which a_ reasonable 
amount of interest is shown are con- 
sidered by the Board for inclusion in 
the program. Once approved by the 
Board, every effort is made toward its 
success. If it requires financial support, 
money comes from the budget. 


Operation of the program 


Every method is used to publicize 
the activities and gain employee inter- 
est. Whenever possible, a full story 
about the major events, before and 
after they are held, is included in the 
company paper. In addition, posters 
are prepared, multilith bulletins with 
full details about the event are sent to 
the homes, and most important of all, 
personal contact is made with the em- 
ployees. In our experience, the bulletin 
to the homes is the most effective 
method to instigate interest in any 
event concerning the family. 

Each part of the year’s program was 
selected on the basis of employee in- 
terest. However, a few of the most suc- 
cessful activities and events are worthy 
of special comment. 

The Annual Family Picnic is held 
on the second Saturday in June at a 
private amusement park from 1:00 
P.M. to 6:00 P.M. It is free to all the 
employees and their families and is the 
largest event in the recreation program. 
The day’s program is always planned 
to give the youngsters the greatest 
share of fun and enjoyment. Games, 
pony rides, kiddie rides, and novelties 
are the main attractions for the chil- 
dren. Free frankfurters, soda, ice 
cream, peanuts, and candy are available 











1955-56 PROGRAM AND BUDGET 


Money Anticipated 
Budgeted Participants 


Activities (in %) (in %) 
Pieme ..... es 266°,* 
a | 100°/,* 
Cartoon Show . Rar . 10% 166°%,* 
Men's Bowling League : 9%, 23% 
Women's Bowling League yA 4%, 
Golf Program ........ er as 6 6 15% 
EE vin han S i eve ress one’ 2% 25% 
oo re ere ee 4%, 58°/, (Open to all 
employees) 
Horseshoe Team eet 9 21. ea ater ry 9 5%, 
PN ois i eae i bewwse era vees 2% 65%,* 
rr 9, dy A 
iia de cis: 5k ohn ks 1%, 6%, 
EY 6) 3 Aer re eres y4 8%, 
RS 5 Fy ne ns seks cae ee ane Lig A 20% 
Sunshine Program ... 2 re | yy Ag 
rr 4%, 50%, 
ee Me Snead pone ay Rants ‘9 _ 
New Equipment ........... ee Co % a 
New Activities (SS RS ne ee 4°, 50%,* 


Pick-the-Winner Baseball Contest 
Hole-in-One Tournament 

Fishing Contest 

Perk-Up Party 

Theater Party 

Family Night (Movies, etc.) 
Father & Son's Night 


Budget percentages are in relation to total money budgeted for complete program. Par- 
ticipant percentages are in relation to total company personnel. 


* These figures are obviously high, due to participation by the families and employees. 











methods 








for everyone. The working committee 
of 12 employees is supplemented by an 
additional 30 volunteers on the day 
itself, indicating the same spirit of co- 
operation which is found throughout 
the entire program. 

The Adult Christmas Party is held 
in a local hotel on the second Saturday 
before Christmas. Punch is served at 
6:00 P.M., followed by dinner at 7:00 
P.M. 
opportunity to extend season’s greet- 


Usually management takes this 


ings to the employees and _ officially 
recognizes the efforts of the CVRC 
Board of Directors and Officers in the 
planning of the year’s activities. A 
entertainer 
takes over for the next hour, followed 


master of ceremonies or 
by dancing and the awarding of four 
or five major prizes. 

The Christmas Cartoon Show is held 
in a neighborhood theatre on the Sat- 
urday morning before Christmas. The 
program is especially planned for the 
employees’ children. However, many 
of the adults also attend this event. 
Activities start at 9:30 A.M. with the 
awarding of prizes to the youngsters 
winning a cartoon coloring contest. 
This is followed by about ten popular 
movie cartoons which are shown until 
10:30 A.M. At this time, Santa Claus 
and the committee take over with the 
distribution of candy stockings and 
individual gifts for each child. 

The Sunshine Program covers all 
employees of the company. Everyone 
is eligible to receive benefits under this 
program. In cases of illness, weddings, 
and births, the CVRC recognizes the oc- 
casion in an appropriate manner. The 
company with this 
program as it eliminates the periodic 
departmental collections so often found 
in industry. This particular phase has 
proven of exceptional value both to 
the company and the employees. 


heartily concurs 


Employee participation 

About 90% of our employees took 
part in last year’s recreation program. 
High participation by both the em- 
ployees and their families has been 
very noticeable in our major activities. 
Our policy has been to allocate large 
appropriations to those events which 
include family participation. We be- 
lieve the more we can encourage the 
employee, wife or husband, and the 
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Cbalional Accounting Machines save us $100,000 a year... 
return 112% annually on our investment.” 


—CONVAIR DIVISION of GENERAL DYNAMICS CORP. 
‘Builder of the World’s Most Advanced Aircraft.“’ 


“Our National Accounting Machine System 
at San Diego returns us $100,000 a year in 
reduced operating costs. This saving repays 
the cost of our National System every year. 


“It gives us other savings, too, by furnish- 
ing prompt information that permits inven- 
tory reduction, reduction of shortages, and 
a much better control of both production 
and commercial inventories. 


THE NATIONAL CASH REGISTER COMPANY, pvayrron 9, on10 


“All in all, we estimate that total savings 
repay about 112% annually on our invest- 
ment. We are enthusiastic about the effi- 
ciency of our dependable National System, 
and are expanding its use in other sections 
of our organization.” 


IOI, ier 


Vice President, Convair 


977 OFFICES IN 94 COUNTRIES 


(Circle 452 for more information) 


In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your near- 
by National man will gladly show 
how much you can save—and why 
your operators will be happier. 





*TRAOE MARK REG. U.S. PAT. OFF. 
Wational 
ACCOUNTING MACHINES 
ADDING MACHINES » CASH REGISTERS 
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Multilith 


more than a duplicator... 





a new concept in handling paperwork 


marry 


J 








Any business—large or small—can now reap the 
benefits of modern thinking on automatic paperwork 
production methods—on a low operating budget 
—with modest investment in equipment and 

—no need for specially skilled employees. 


The many things that can now be done with Multilith Masters and the Multilith Dupli- 
cating Process open up entirely new approaches to better controls and more efficient 
production of business paperwork. Tu 


Automatic or manual preparation of masters—using conventional writing machines 
and tools. 


Automatic preparation of both immediate—and subsequent-action records—at 
one writing—by making the Multilith Master a part of a continuous form or car- 
bon set. 


Automatic creation of one or more new masters from an existing master as a by- 
product—when producing copies. 

Automatic and simultaneous reproduction of both the fixed and variable infor- 
mation on a business record. 


Automatic or manual addition, deletion, and substitution of information on master 
or copies— before or between runs. 


Any of these innovations—and there are many others—can be the means of effecting 
significant economies in your operations. 


A report indicating how and where you can make profitable use of these and other 
new Multilith paperwork concepts in your business is available without cost or obliga- 
tion. Write Research and Methods Division, Addressograph-Multigraph Corporation, 
Cleveland 17, Ohio—Simplified Business Methods*. 


NEW IDEAS! 
Write for a free copy 


Multigraph Methods 
for Order Invoice Writing 


Addressagraph-Multigraph 


Multigraph Methods PRODUCTION MACHINES FOR BUSINESS RECORDS 
for Purchase Order Writing 


Multigraph Methods 
for Production Order Writing 





© 1955 A-M Corporation 


*Trade Marks 


SERVING SMALL BUSINESS-—-BIG BUSINESS—EVERY BUSINESS 


(Circle 489 for more information) 





children, to be together for their fun 
and enjoyment, the more successful 
will be the recreation program. 

Management feels there are many 
benefits from the Recreation Club. It 
has resulted in a closer association of 
all workers, a better understanding 
between the supervisor and his men, 
and most of all, has improved em- 
ployer-employee relations inside and 
outside of the plant. 

It affords the man in the shop the 
opportunity to meet personally and 
become better acquainted with not 
only his immediate boss but also other 
members of management. It is the 
policy of management to encourage 
members of the staff to attend all func- 
tions of the CVRC. In addition, it is 
agreed that the employees’ club is of 
considerable value as a means of com- 
munication between management and 
the employees. m/m 


“worth 


Who reads your annual report: 
No other single item of business 
literature is required to convey so 
much understanding of so many 
subjects to so many people as the 
annual corporate report . . . Today's 
annual reports serve the purpose of 
many widespread, divergent groups, 
each of whose interest is motivated 
by somewhat varying aspects of the 
company’s business. . . . Some of the 
stockholders are interested only in 
a quick look at the company’s 
achievements for the year, and it is 
for this purpose that most companies 
prepare a high-light page. . . . The 
financial and security analysts who 
serve as advisors to... investors... 
depend on the report as one of the 
most important sources of informa- 
tion about a company. . . . Bankers 
and lending agencies are interested 
primarily in the capital structure of 
a company and its eligibility for ad- 
ditional financing when and _ if 
needed. . . . Employees are interested 
in the company’s carnings and their 
prospects for more wages. ... Be- 
cause of its widespread circulation, 
the report serves as a means of fur- 
thering public acceptance of the 
company’s product. W. J. Banks, 
Ass’t. Comptroller, International 
Shoe Company. 


repeating" 


methods 





How to select a TRADE NAME> 


oR There is considerable 
confusion as to the differences between 


a trade name a trademark. A 
trademark relates to a commodity and 
is synonymous with a brand name. A 
trade name relates to a business and is 
synonymous with the company name. 
Det. MontTe and Arrow are 
marks. “California Packing 
“Cluett, Peabody 
are trade names. 

Our Federal Trademark Law makes 
a distinction between a trade name and 
a trademark and does not provide for 
the registration of a trade name as 
such. This law requires a trademark to 
be either placed on the goods or their 
containers or on tags or labels affixed 
to the goods or on displays associated 
with the goods. There is no such re- 
quirement as to a trade name. 

It is possible for a trade name also 
to serve as a trademark depending on 
its usage. A well-known trade name 
that is also a registered trademark is 
JOHNSON & JOHNSON. 
Cvcr, 


and 


trade- 
Corpora- 
& Com- 


tion” and 


pany, Inc.” 


how- 


nick- 


Generally, 


most trade names, except 


ore Sy 
ve Uy nn. fy 


CERT RIFRGAL PERT CAL PRRRRE 


‘" has the World’s 


Leading Manufacturer 
of Pumps taken the 
“Pump” out of its name? 


111 years ** Worthington” has meant pumps t Juste 


od, Worthington has developed 
any related fields. Fourteen major product 
pumps are manufactured in 21 plants P t the 





To thone we serve, Worthington is more than 
pumps. That's why the mg mart 
facturer of pumps has changed ita name from 





Worthington Pump and Machinery Corporation 


tu 
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by Jack T. Redwine 


Attorney, The Quaker Oats Company 


names which are discussed later, con- 
tain words that are incapable of trade- 
mark significance. Under our former 
Federal law a mere corporate or firm 
name could not be registered as a 
trademark. While the present law does 
not expressly prohibit the registration 
of such names, it is likely the Trade- 
mark Examiner would take a dim view 
of an attempt to register something like 
“Zubla Washing Machine Company” 
for washing machines. 
“Zubla,” there are 
name capable of functioning as a trade- 
mark. It is also unlikely that such a 
name would be used as a trademark, 
even though it might appear on the 
goods involved. It is, of course, very 
common for a part of a trade name to 
serve as a trademark, for example, 
the word CELANESE in “Celanese Cor- 
poration of America.” 


Except for 


no words in this 


Selection of a trade name 


This is not a problem that arises 
very often, but when it does it is usually 


an important one. Let us assume you 


Reason-why theme 
explains change 

of trade name to 
Worthington Corporation 


are looking for a name for a new com- 
pany, subsidiary, or division. What 
are some points to be considered? 

The names of many companies be- 
gin with the word “The,” for example, 
“The Quaker Oats Company.” This 
makes the name awkward to use where 
you wish to precede it with an article. 
The public often drops the “The” in 
referring to such companies. As the 
word serves no purpose it is suggested 
that you do not begin your trade name 
with the word, “The.” 

Your trade name may become your 
most valuable asset. You want a name 
that can be protected and that will not 
be mistaken for the name of someone 
else. It is, therefore, desirable to select 
a trade name that, in part, at least, 
possesses the same qualities as a good 
trademark. As with a trademark there 
may be advantages in keeping your 
trade name brief, easy to read, say, 
and remember, and suitable at all times 
for display purposes. 

If your trade name is descriptive of 
your activities with no distinguishing 
feature, such as “Office Cleaning Com- 
pany,” you will have difficulty in pre- 
venting someone else from adopting a 
“Office Cleaners Associa- 
The same is true of a purely 
geographical and descriptive name such 

s “Detroit Coal Company.” 

While it may be technically prefer- 
able to adopt a trade name that is 
coined, there is probably a_ greater 
inclination to adopt descriptive or geo- 
graphical names in the case of trade 
names than in the case of trademarks. 
Many of the names of our best known 
companies are descriptive or geograph- 


name such as 
tion.” 





* This article is a chapter from a new book 
entitled Trademark Management: A Guide for 
Businessmen. The book sets forth the complex 
policies concerning all phases of handling a 
company’s trademarks. It may be purchased for 
$5.00 from The United States Trademark Asso- 
ciation, 522 Fifth Avenue, New York 36, N.Y. 

















BUSINESS FORMS 


HAVE Secrla? 


If you WANT CONFIDENTIAL informa- 
tion omitted from certain pages of your 
business forms, use the modern, effi- 
cient, foolproof method: 


arial 
—stcihofold 


CARBON 
PAPER 





By a special American Lithofold 
process desensitized areas (‘Secret 
Spots”) effectively prevent entries 
from carrying through, regardless 
of pressure. Many advantages over 
block-outs, cut-outs, carbon spots 
and other previous methods! 

@ Provides positive, accurate deletion of 
desired information 

@ Applied anywhere on the carbon paper 
—in spots of any number, size and 
shape 

@ Can be varied for each part of the 
form 

@ Does not deface or soil the form 


@ Leaves open areas available for 
printed instructions, advertising, 
records, etc. 


Available on: 
LITHOSTRIP marginally punched, 
continuously interleaved forms 


LITHOSET one-time carbon sets 






TODAY for full details and 
FREE SAMPLE SET 


American 


—sKethfold Cr oyporalin 
500 BITTNER ST. & ST. LOUIS 15, MO 


(Circle 406 fur more information) 
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H. P. GOULD 
Nationally Recognized Systems Analyst, 
President H. P. Gould Company, says 


at 










ORDER-BILLING 











Check to see how many writings are now needed 
to prepare shipping orders, bills of lading, tags, 
labels and invoices. If you need more than one 
writing, you can save time and money with a 
DITTO One-Writing System. 


for these leaks 
that mean profit loss! — 


AUSTIN- WESTERN: COMPANY 
SAVES $25,000. A YEAR 
DITTO One-Writing System has 
saved this company $25,000. a 
year, made possible handling of 
double order volume with two less 
clerks, simplified billing, and 
cleared up a troublesome back 

order situation. 












PRODUCTION 











How many typings are you making to produce parts 
orders, assembly orders, material requisitions, 
labor tickets? If you make more than one typing, 
you'll speed production and increase efficiency by 
using the DITTO One-Writing System. 





THE DURIRON COMPANY, INC. 
“SAVES $24,000. A YEAR 
DITTO One-Writing work order 
systems for foundry, machine 
shop, and assembly have made net 
reduction of 4 shop clerks and 
freed foremen and production men 
from paperwork, with overall sav- 
ings of $24,000. a year: 





TAKE THE FIRST STEP TO INCREASE PROFITS— MAIL COUPON FOR FACTS 


PORCH SSSSESES EES OEESEEEEEEEHEEEESEEEEEEEEEEESESEEEEEE SE EEESESOEEEEEEEES 


SSHHSSSSHS SESE SESESSSESSESESEESEESEEEESOE 
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PURCHASE-RECEIVING 











How many times is basic purchase information 
written to produce bid requests, purchase orders, 
receiving reports, inspection reports, debit memos? 
Every re-writing is an opportunity for saving with 
a DITTO One-Writing System. 


DITTO, Incorporated, 667 $. Oakley Bivd., Chicago 12, Ill. 
DITTO of Canada, Ltd., Toronto, Ontario, DITTO Britain Ltd., London, England 

At no cost or obligation, please send me copies of Gould Reports and 
information on how you can save us money, time, and effort with 
DITTO One-Writing System for: 


OC) Order-Billing © Production () Purchase-Receiving 








©) Payroll © Inventory Control [© Other 

Name, Position 

eA I RSE, a a a a 

Address 

OSS ce a ee State 





SESS EOSSES SHEESH ESESESESEHEESESEEESEESOEEEESESESESESEESESEEEEEEEES 
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ARGUS CAMERAS, INC. 
SAVES $14,000, A YEAR 


‘With DITTO One-Writing System, 


this company streamlines handling 
of deliveries on purchase orders, 
with saving of $14,000.-a year, 
simplifies accounting, reduces 
clerical ; nel, and saves costly 








ical or both. Examples are ‘American 
Packing 
Corporation,” “The Chattanooga Med- 
icine Co.,” “United States Steel Corpo- 


Oil Company,” “California 


ration,” and “General Foods Corpora- 
tion.” These names initially were on 
the weak side as no one of them has a 
particularly distinguishing feature. 
They have become strong trade names 
because continued use over the years 
has given them a secondary meaning. 

‘There may be reasons from the mer- 
chandising standpoint that suggest the 
adoption of a geographical name 01 
descriptive name or a combination of 
the two. A particular local area may 
favor local industry. If you are open 
ing a dairy in Maintown there may be 
advantages in including the word 
“Maintown” in the trade name. Some 
areas are famous for certain products, 
such as Wisconsin for cheese. “Thus, 


the name “Wisconsin Cheese Com- 
pany” may sound good to you if you 
intend to start a cheese factory in Wis- 
Other names 


such as ‘‘American,” “International,” 


consin. geographical 
and “United States” usually suggest 
strength and size. 

The important point to keep in 
mind is that these very factors that tend 
to make a geographical or descriptive 
name attractive to you will also tend 
to make it attractive to someone else. 
Thus, if you decide to include a de- 
scriptive or geographical word in your 
trade name, do not overlook the bal- 
ance of the name. The name selected 
should be distinctive 
whole that it is capable of being pro- 
tected without requiring years of usage 
so as to establish a secondary meaning. 
Our “Wisconsin Cheese 
hardly meets this test. 

Any descriptive or geographical mat- 
ter should not, of course, misrepresent 
your trade status. The Federal Trade 
Commission Act makes unlawful un- 
fair methods of competition and unfair 
or deceptive acts or practices. The 
Commission has held that misrepre- 
sentation of one’s status by use of a 
trade name constitutes a violation of 
the Act. Do not include in your trade 
name the word ‘‘Manufacturing” if you 


enough as a 


Company” 


will do no manufacturing, or the word 
“Mills” if you will have no mill, or the 
word “Distillery” if you will do no 


distilling, or the words “Grand Rapids” 


for a furniture manufacturing com- 
pany that will not make any furniture 
in Grand Rapids. 

If you decide to include descriptive 
or geographical words in your trade 
name, consider whether they will be 
applicable if your business should ex- 
pand to new fields. It may be an ex- 
pensive proposition to change an estab- 
lished trade name even where only the 
descriptive portion is changed. You 
may recall the advertising campaign of 
the former “Worthington Pump & 
Machinery Corp.” in connection with 
the change of its name to ‘“Worthing- 
ton Corporation,” pointing out that 
“Pump & Machinery” was too narrow 
a description of its present-day activi 
ties and that this part of the name was 
being dropped. A specimen ad from 
this campaign is reproduced in Fig. 1. 

An article in the February, 1955 
issue of Industrial Marketing, entitled 
“Don’t let your company name become 
a selling handicap,” tells how Coopei 
Alloy Company gradually dropped the 
word “Foundry” from its name over a 
five-year period when it got into fields 
other than foundry products. 

There is a tendency to adopt the 
name of an individual as the distin- 
guishing feature of a trade name. The 
names of many of our most successful 
businesses include surnames, for ex- 
ample, “Ford Motor Company,” ““H. J. 
Heinz Co.,” and “Wm. Wrigley Jr. 
Co.” There are advantages and dis- 
advantages to this practice. Anyone 
has the right to use his own surname 
in the name of his business, provided 
he does so fairly. If the surname is a 
very common one, you may find that 
it is already in use in allied fields. And, 
even if you clear the name of your 
initial operations, you may encounter 
usage by others as you move into new 
markets. However, the public is accus- 
tomed to distinguishing between the 
names of individuals and there may be 
less chance of confusion between two 
similar 


similar than two 


coined names. 


surnames 


Many lawyers and advertising men 
seem to frown upon surnames as trade- 
marks and trade names. Yet, it is only 
necessary to look at the roster of mem- 
bers of The United States Trademark 
Association to see that surnames are 


predominant. It is almost impossible 


methods 


to coin a word that is not someone’s 
surname. Kopak is generally considered 
as one of the best examples of an 
arbitrary and coined mark. You will 
find the names Kodak and Kodac listed 
in the Chicago Telephone Directory. 

In the absence of special circum- 
stances there seems to be no sound rea- 
son why you should avoid building 
your trade name around a surname, 
particularly if the surname you wish to 
use is on the unusual side. 


The selection of your trade 
may be influenced by your trademark 


policy. 


name 


If you intend to have a basic 
trademark which you will apply to 
many of your products, a sort of house 
mark, then it may be desirable to have 
that mark included as a part of your 
trade name. If your business is a new 
one, this contemplates the selection of 
the basic trademark prior to, or con- 
current with, the selection of the trade 
name. If your business is an established 
one with a well-known trademark you 
might even consider changing your 
trade name to incorporate the trade- 
mark. For example, “Philco Corpora- 
tion” used to be known as “Philadel- 
phia Storage Battery Co.” After the 
trademark PHILCO became well-known, 
the company apparently thought it 
would be well to take advantage of the 
reputation of the trademark by includ- 
ing it in the name. A recent issue of 
Time magazine (Feb. 28, 1955) men- 
tioned that Socony-Vacuum Oil Com- 
pany was changing its name to incorpo- 
rate its Mosit trademark. 

There are advantages to including 
your basic trademark in your trade 
name in that emphasis on the trade- 
mark is increased. If your trademark 
is a good trademark from the legal 
angle, the trade name will be a good 
trade name and easier to protect. If 
the trademark is on the weak side, the 
additional usage in the trade name 
may help the trademark acquire a 
secondary The names of 
many well-known companies include 
their most important marks. Examples 
are “The Goodyear Tire & Rubber 
Company,” “Kraft Foods Company,” 
and “Zenith Radio Corporation.” 


meaning. 


We are all aware of the trend to- 
wards the adoption of letters as trade- 
marks. Quite often these trademarks 
are abbreviations of the trade names, 
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Take an overhead look at your office. Office 
modernization can increase worker efficiency 10 
to 30%; effectiveness of space-use, 10 to 20%. 
Amortized cost over 10 years: only 112% of 
annual payroll! Improvement is specially marked 
when you modernize with Wood Office Furniture 
because your employees respond with greater 





WOOD LASTS LONGER. WOOD “WORKS” BETTER. 
Thousands of desks and chairs New convenience features, 
still performing beautifully, scientific finishes make sitting, 
even after 50 years. working, seeing easier. 


WOOD OFFICE FURNITURE INSTITUTE 
730 Eleventh Street, N.W., Washington, D.C. 


ATTENTION SCHOOL BOARDS: Make sure your schools get the psychological 
and economical advantages of wood school furniture. 


verhead 





WOOD COSTS LESS, and less 
to maintain. Won't dent, Buckle, 
Spring or rust. 


the newest in 





WOOD IS QUIETER. Less 
noise-distraction means greater 
efficiency. 





See your COPS Dealer for coordinated, correct CERTIFIED OFFICE PLANNING SERVICE. He is equipped to handle 
your entire office modernization, from start to finish, including layout and decoration—all at no extra cost. You 
benefit from the knowledge of experts. Write for name of nearest COPS dealer, and your free copy of our 


full-color booklet about wood's advantages and all about COPS. 


(Circle 482 for more information) 


morale, decreased absenteeism. Wood helps you 
attract and keep better employees. Let your 
Wood Office Furniture Dealer demonstrate (1) 
the profit possibilities of modernization and (2) 


warm, individual, quiet Wood 


Office Furniture. You'll find it’s good doing 
business with wood. 





WOOD IS MORE PLEASANT WOOD COORDINATES 
TO TOUCH. No winter chill, no BETTER. Buy today, add pieces 
sumer foast; no annoying next month, next year—any- 
static electric shock. time. 


Members of the Wood Office Furniture Institute: 


ALMA Desk Co. ¢ CARLTON-SuURREY, INC. ¢ HIGH 
Point BENDING & CHaiR Co. ¢ Hoosier Desk Co. 
IMPERIAL Desk Co. ¢ INDIANA CHAIR CO, ¢ INDIANA 
Desk Co. ¢ Jasper Cuan Co. ¢ Jasper Desk Co. 
JASPER Orrice FurRNiruRE Co. ¢ JAspeR SEATING Co. 
THe Leorpotp Co. ¢ MyrtLe Desk Co, © NUCRAFT 
FURNITURE Co. ¢ THOMAS FURNITURE Co, ¢ WELLS 
FURNITURE MANUFACTURING CO. 
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A New Calculator... A New Principle 


AUTOMATION 
Is at Work on Desks Today 


It is here. Right now. The first figur- 
ing machine that actually opens the 
door to Automation on the office 
desk. Drastically shortens the span 
between problem and answer. Re- 
duces each day's computing costs 
by a countable margin. 


The new, totally automatic Monro- 
Matic is the only desk calculator 
with the modern, compact single 
keyboard of tomorrow. It automati- 
cally seeks its own decimal. The 
only one with functional-color con- 


for CALCULATING . 
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ADDING . 


(Circle 449 for more information) 


trols. Set the figures, large or small. 
Push a key. Automation takes over. 
This machine controls itself, gives 
the result in a split second. Elimi- 
nates human error. Ask operators 
who know. They prefer Monroe. 


So far ahead today, the Monro-Matic 
is a preferred investment for years 
to come, an assurance against obso- 
lescence. Monroe Calculating Ma- 
chine Company, Inc. Home office: 
Orange, New Jersey. Branches 
across the nation. 


see MACHINES from MONROE 


ACCOUNTING 


for example, GE, IBM, RCA, GM, on 
a telescoping of the trade name, foi 
example NABISCO and ILCO. These 
abbreviations may also be nicknames 
partly through design and _ partly 
through the tendency of the public to 
shorten names to suit its convenience. 
As nicknames they are also trade names. 
GE means both the trademark GE and 
the trade name “General Electric Com- 
pany.” Perhaps the best known is 
A&P. While A&P is a trademark used 
on many products, it is also a trade 
name and to most people means the 
A&P store rather than a brand name. 
This trend is not limited to private 
industry. Witness such names as 
a UnNEna, “Re, “ECA” 
“FE, etc. 

In selecting your trade name, con 
sider whether it may be abbreviated 
without conflicting with an existing 
trade name or trademark. If you plan 
to make billing machines, a name such 
as “Indiana Billing Machine Company” 
may not be desirable, not only because 
it has no distinguishing aspects, but 
also because you could not abbreviate 
it to IBM without probably infringing 
the trademark and nickname of “Inter- 
national Business Machines Corp.” 

It is necessary to check as to avail- 
ability of a proposed trade name. The 
Illinois Business Corporation Act pro- 
hibits the incorporating of, or the grant- 
ing of, a certificate to do business in 
Illinois to a company with a name the 
same as, or deceptively similar to, the 
name ol any domestic corporation or 
any foreign corporation authorized to 
do business in the state. Other states 
have similar provisions. If you are in- 
corporating, check with the Secretary 
of State where you intend to incorpo- 
rate and with the Secretaries of State 
where you intend to be admitted to do 
business as to the availability of the 
names. In some states it is possible to 
reserve a name for a limited period. 
In addition, a trademark search will 
usually disclose trade names. If your 
trade name incorporates your trade- 
mark, a trademark search will prob- 
ably cover both. If the proposed opera- 
tion is to be a local one, a reference to 
directories may be advisable. 


Trade name infringement 
It is sometimes difficult to separate 
trade name infringement from trade- 


mark infringement. If your trade name 
is also used as a trademark or contains 
a trademark, you may wish to treat 
the matter as a trademark infringe- 
ment, particularly if the trademark is 
registered. If pure trade name infringe- 
ment is involved, then your rights de- 
pend on the law of unfair competition. 

There is one aspect of trademark 
infringement that involves trade names. 
It is the case of someone incorporating 
your trademark in his trade name. I 
the item you manufacture or sell is the 
principal item handled by your dealei 
or representative or is the type of prod. 
uct that might be featured by the user, 
you may find that he wishes to include 
your trademark in his trade name; in 
fact he may go ahead and do so with- 
out any thought of wrongdoing. For 
example, the lady opening an eating 
place featuring AUNT JEMIMA pan- 
cakes may wish to call it “Aunt Je- 
mima’s Rendezvous’; Mr. Brown, who 
handles GENERAL ELECTRIC appliances, 
may wish to call his shop “Northside 
GE Appliance Store’; Mr. Smith who 
handles Purina feeds may wish to call 
his store “Smith’s Purina Feed Store,” 
and so on. You naturally wish to help 
your dealer or representative in every 
way and to have your trademark o1 
trade name featured often. 

In the automobile industry where 
the owner of the trademark or trade 
name has a franchise setup, you may 
find the franchise holder using the 
trademark or trade name as part of his 
trade name. The Red Book in Chicago 
listed under the heading, “Automobile 
Dealers—New Cars,” South Shore 
Buick, Inc., Henner Ford Sales Ine., 
Hauser Nash, Inc., and Tower H 
son Inc., to name a few. However, 
there appears to be no uniform policy 
in this industry as no dealer selling a 
CHRYSLER car (CHRYSLER, De Soro, 
DopGe, PLYMOUTH) or a STUDEBAKER 
lists under this heading with the trade- 
mark as part of his trade name. 

Such usage constitutes a form of 
trademark or trade name license and 
should be permitted only if covered by 
an agreement setting up safeguards. 


Use of several trade names 


Some companies use more than one 
trade name. They may do this by hav- 
ing subsidiary companies or separate 


methods 


operating divisions, by using fictitious 
or assumed names or by acquiring nick- 
names. There are a number of reasons 
why a company may wish to use more 
than one trade name. 

One may result from the purchase of 
an existing business. There may be con- 
siderable goodwill attached to the 
seller’s trade name which makes it de- 
sirable to continue the use of the name, 
at least for a while. In some cases the 
type of business purchased may be so 
foreign to the buyer’s existing business 
that the buyer does not wish the two 
to be directly associated by the public. 

A company may not wish its name 
to be associated with a particular prod- 
uct or line of products because its 
name may make it difficult to merchan- 
dise the product. If the ABC Fertilize: 
Company is entering the food field, it 
will undoubtedly hesitate before show- 


ing such a name on the label. 


Consumer preferences for local indus- 
try or the fact that a particular area is 
famous for a_ particular product on 
line of products may cause the multi- 
plant or multi-product company to 
consider the possibility of employing 
with various 


different trade 


geographical connotations. 
> o 


names 


A company’s line of products may be 
so extensive or of a nature that makes 
a division for manufacturing or sales 
purposes desirable. It may carry on its 
activities through separate operating 
divisions and some or all of the divi- 
sions may have trade names, for ex- 
ample, “Delco Radio Division of Gen 
eral Motors Corporation.” It seems de- 
sirable for a company that has a divi- 
sion setup to give each division a name 
that is distinctive enough that it can 
stand on its own. This may be helpful 
if the company should later decide to 
incorporate the division as a separate 
company or to sell it, as it would al- 
ready have an established name. 
will use a 


Sometimes a company 


different trade name in connection 
with a secondary or inferior product 
or line of products. Some companies 
use different trade names to get around 
exclusive dealing arrangements, par- 
ticularly in foreign markets. If ABC 
Company has appointed D as its agent 
in a certain country, it may create an 
XYZ 
which will use different trademarks in 


Company (real or _ fictitious) 
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that country and appoint a separate 


agent for XYZ. 
Fictitious or assumed names 


The use of fictitious or assumed 
names presents special problems. An 
example of a fictitious or assumed 
name is where ABC Corporation also 
does business as XYZ. XYZ is not in- 
corporated and as far as the public is 
concerned there is usually no disclosure 
that XYZ is really ABC Corporation. 
It may be trade 


circles, however, since a credit report 


known in certain 


will usually disclose the relationship. 

It is common for an individual to 
do business under an assumed name. 
If John Smith is opening a grocery 
store he may decide to operate under 
the name “Central Street Grocery.” 
Most states now have statutes regulat- 
ing the practice. These statutes gen- 
erally require the person or persons 
interested in the business to file a cer- 
tificate stating the facts. 

The right of a corporation to do 
business under an assumed name has 
been questioned but usually upheld in 
the absence of statutory prohibitions. 
There are, however, so many statutes 
on the books relating to fictitious and 
assumed names that each state must be 
considered separately. For example, 
Illinois seems to prohibit the practice 
by corporations, as its criminal code 
subjects to fine any corporation which 
“puts forth any sign or advertisement 
assuming any other or different name 
than that by which it is incorporated 
or authorized by law to act.” Missouri 
apparently permits the practice, as its 
statutes make it unlawful for any per- 
son to do business under a fictitious 
name without first registering it with 
the Secretary of State and defines “per- 
The 
replies to the questionnaire that was 


son” as including corporations. 
sent out to the members of The United 
States Trademark Association indicate 
that very few members use fictitious o1 
One 


them only in connection with its for- 


assumed names. member uses 
eign business. In most businesses there 
probably is no reason for considering 
the practice. As there may be pitfalls 
in the use of a fictitious or assumed 
name by a corporation, the problem 
with 


Should be carefully considered 


your lawyer before going ahead. m/m 





Let the MAN from MONROE put 


UTOMATION 
On Your Desk 


The MAN from MONROE at Jackson, 
Miss., Marion J. Brown, isa born civic 
leader. One instance: he helped 
bring Little League baseball to Jack- 
son. He is a seasoned figuring ana- 
lyst, trained in the creed, ‘‘Men + 
Machines=Monroe,” men, of 
course, the most vital. Executives 
turn to him for figuring counsel in 
terms of their own businesses. 


In your city too, there isa Man fr>m 
Monroe, a postgraduate in simplily- 
ing figuring set-ups, realistically and 
objectively. See your phone book. 





FUNCTIONAL-COLOR CONTROLS are now 
added to the many other vital exclusives in 
the Monro-Matic Calculator—red control 
keys for dividing, and green for multiplying. 


see The MAN from MONROE for 


CALCULATING « ADDING - ACCOUNTING MACHINES 


(Circle 449 for more information) 
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IT TOOK A HAMMERMILL INVENTION AND *500,000 


Another reason why Hammermill Bond prints better, types better, looks better 








—but now your Hammermill Bond is cleaner than ever 


OW YOU CAN sign your letters on 
Hammermill Bond with added pride. 
Hammermill Bond has always been 
scrubbed cleaner than a small boy going 
to a party. On its half-mile trip through 
our plant the pulp is washed and screened 
and bleached and washed again. That's 
why in the past you’ve found so few 
specks to mar its brilliant blue-whiteness. 
Now a Hammermill invention makes 
Hammermill Bond even cleaner than 
before. The equipment, shown above, 
gives our blended fibers one last “bath” 
just before they go on the papermaking 
machines. 
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The pulp fibers are pumped, whirling, 
into those cone-shaped pipes. The dirt 
particles, being heavier, are flung to the 
outside and carried away so they can 
r rf get into the paper. That white 
10th you see is actually “dirty” pulp. The 
clean fibers rise to the top, are piped im- 
mediately to the papermaking machine. 
There they become paper for the cleanest 
looking letters you ever signed. 


This invention took Hammermill four 
years to develop, half a million dollars to 
install; a huge investment just to make 
your Hammermill Bond “cleaner than 
clean.” 


(Circle 435 for more information) 


Yet it’s merely the newest in a long 
line of technological advances that 
make Hammermill Bond 1) print better 
—ask your printer, 2) type better—ask 
your secretary, 3) look better—see for 
yourself! Printers everywhere 
use Hammermill papers. Many 
display this shield. Hammermill 
Paper Company, Erie, Pa. 


—yet 


YMMERM 
\ BON [D sie no more 


and actually less than many other watermarked papers 
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PRINTERS 
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diagnostics 


FOR MANAGEMENT | 


by Leslie M. Slote 


Director of Industrial Relations, 
Norden-Ketay Corporation, and 
Management and Labor Relations Consultant 


question: 


If the office force is required to 
work at night, is it common prac- 
tice to allow supper money? 


answers 


Most companies do not grant such 
allowance. However, in an emergency, 
when last minute notice to work over- 
time is given, some companies have a 
meal sent in, or “pick up the tab.” 
Occasionally, a company will grant a 
nominal supper allowance of $1.00 o1 
$1.25 if authorized overtime at night 
exceeds 2 or 214 hours. Some states, 
like New York, require that no person 
can work continuously more than six 
hours without at least a half-howm 
break for eating. 


question: 


If an employee resigns, is he en- 
titled to any vacation pay? 


answer: 


I assume that you refer to non-union 
employees, because union contracts in 
general provide for pro-rata vacation 
pay upon termination of employment, 
except in cases of discharge for just 
cause. Usually, vacation time is ac- 
crued as time earned, based upon 
length of service. Therefore, non-union 
employees have a right to expect to be 
given pro-rata vacation pay upon vol- 
untary termination. 


questions: 


Is it always desirable to insist upon 
a “management’s rights” clause in a 
collective bargaining agreement? 


answer: 

I favor it as a protective measure, 
although opinion is usually divided on 
this subject. A typical clause is worded 
on the order of the following: 


"The control of all operations and the direc- 
tion of all working forces of the employer, in- 
cluding the power and right to hire, suspend, 
discipline, discharge or release for proper cause, 
lay off, promote, demote or transfer employees, 
or relieve them from duty, and to maintain dis- 
cipline and efficiency among the employees, are 
vested solely and exclusively in the employer, 


methods 





provided that these provisions shall not be used 
arbitrarily or capriciously against any employee 
or for purposes of discriminating in any manner 
against the union or its members. Furthermore, 
all other matters not directly limited or modified 
by the contract are within the scope of man- 
agement right." 


In addition, it may specifically men- 
tion the right of management to decide 
on methods of production, and dis- 
tribution, type and quantity of prod- 
ucts to be handled, etc.—depending 
upon the company’s historical dealings 
with its employees and_the union. 

The use of a management’s rights 
clause serves as an “out” in handling 
daily grievances, particularly in stop- 
ping slow-downs or other attempts to 
hinder production. In addition, it 
forestalls attempts by employees or the 
union to challenge management’s 
rights in those areas not specifically 
covered by contract clauses 

Some management people object to 
the insertion of a management’s rights 
clause on the grounds that it brings the 
question of exercising these rights di- 
rectly into the bargaining area. They 
feel that such a right is a residual right 
to manage, and should not be subject 
to possible limitations in wording. 
They believe that the mere insertion 
of a clause does not grant the right, 
but that it becomes a reality only 
through conscious practice and inter- 
pretation in day-to-day relations. De- 
spite these arguments against the man- 
agement’s rights clause, I feel that after 
considering individual circumstances, a 
correctly worded clause is a protective 
measure Management ought to take. 

Full use should be made of this 
clause in administering the contract, 
because today’s trend in labor-manage- 
ment relations shows that when man- 
agement fails to exercise its residual 
prerogatives, the employees or the 
union take the initiative in limiting or 
usurping these rights. 

Finally, an important point to re- 
member is that any specific manage- 
ment right brought up for discussion 
in negotiation may lose you that right 
simply by asking the union’s opinion, 
even if no agreement is reached and 
the matter is dropped at the time. 
Arbitrators have usually ruled that 
since a matter was discussed during 
collective bargaining, it becomes a 
matter for negotiation with the union 
during the life of the contract. m/m 
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(ony Cats 
Time 2nd Money 


THAT YOU CAN SAVE 
WITH COPYFLEX ! 
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Depending on the size of your company, hundreds to thousands 

of hours are wasted each month by personnel who are forced by 
paperwork to become ‘‘copy cats.’’ Time and time again they 

copy by hand the same original information from one departmental 
form to another. Their work is costly, slow, often inaccurate. 


The new, versatile Copyflex Model 100 does the work of “copy cats” 
... faster, at far less cost, and without errors. With Copyflex, 
original information is written only once—department copies are 
mechanically reproduced from the one original action paper. 
Letter-size copies are produced at a cost of less than a penny each 
for materials, Copyflex one-writing systems can be tailored 
to any systematized paperwork in your firm, to speed and simplify 
purchasing, production, shipping, invoicing, accounting, and a 
host of other operations. Valuable personnel are freed for other 
important work. Operations are better controlled. You save 
thousands of dollars in time and labor. 


; Pa 


Desk eo fete pee gn ree haar 

originals 11 inches wide by any length. 

Makes up to 300 copies of different $49§50 
® 


letter-sized originals per hour... . 





Find how Copyflex can simplify and speed 
the following paperwork: 
Purchase Requisitions Accounting Reports 
Receiving Reports Payroll Records 
Bills of Material Invoices 
Consolidated Reports Tax Returns 
Production Orders Sales Analyses 


Shigping Metless ladeitbey Gesunde Copyflex machines are quiet, clean, odorless. They require only 


an electrical connection, can be operated by anyone. 
Mail coupon today! 











Charles Bruning Company, inc., Dept. 102-F 
4700 Montrose Ave., Chicago 41, Illinois 


Ainazing New 


(BRUNING ) 
sats sername COPYHEX 100" \ corr i 


translucent paper—in seconds. Address 





Please send me information on Copyflex 
process and new Model 100 machine. 














Specialists in Copying Since 1897 City County State 


CHARLES BRUNING COMPANY, INCORPORATED + 4700 MONTROSE AVENUE « CHICAGO 41, ILLINOIS 
In Canada: Charles Bruning Company (Canada) Ltd., 105 Church St., Toronto 1, Ontario 


(Circle 413 for more information) 
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Stop unaccountable 
inventory shrinkage 


with Cummins controls 


Everyone with an inventory has in- 
ventory shrinkage. Spoilage, obsoles- 
cence and scrap are some of the 
known causes. But everyone with an 
inventory also finds, at each audit, 
an additional shrinkage that is not 
accountable. 

Unaccountable inventory shrink- 
age can be caused only two ways— 
by paying for something you don’t 
get or shipping something you don’t 
get paid for. 

Cummins Controls plug both leaks. 

Cummins Invoice Canceling pre- 
vents accidental double payments, re- 
duces accounting costs and provides 
a mechanical control that saves the 
chief accounting executive consider- 
able time that would otherwise be 
spent in routine surveillance. It also 
provides maximum safety from dis- 





Cummins Invoice Canceling Perforator cancels 
invoices, supporting papers with holes you can 
read, virtually eliminates accidental and in- 
tentional duplicate payment of invoices. 


bi 






bursement fraud — the greatest single 
source of loss to American business. 

Cummins Order Control insures 
proper billing of all shipments, pre- 
vents unauthorized withdrawals of 
merchandise, simplifies audits. With 
any other order system, the cost of a 
complete check out of all orders en- 
tered is so great that it is seldom car- 
ried out. Cummins Order Control 
gives you a check out with no extra 
effort, automatically, every day. 

On the basis of a 10 percent profit 
on sales, every dollar saved in reduc- 
ing inventory shrinkage is worth at 
least $10 in new sales. For full infor- 
mation on these Cummins systems 
for controlling inventory shrinkage, 
mail coupon or consult your tele- 
phone directory for the name of your 
nearest Cummins representative. 





Cummins Order Control Perforator numbers er- 
der sets consecutively with holes you can read, 
gives absolute control over all business trans- 
actions, permits easy check outs. 


IN BUSINESS AND BANKS @ SINCE 1887 


OMmmins 


CUMMINS BUSINESS MACHINES 


Division of Cummins-Chicago Corp. 
Dept. MM-105, 4740 N. Ravenswood Ave., Chicago 40, Ill. 





Please send me full information on Cummins 


(] Order Control 




















Cummins 
Business 
Machines [J Invoice Canceling 
sales and 
service Name. 
offices vad Name of Business 
principal cities. 
Address of Busi 
City 





State 





(Circle 420 for more information) 
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How to solve the headache of 


An unequal salary 


A program that eases the strain when executives 


mm Recently, a leading 
manufacturer became aware of serious 
morale problems among SUPerVISOryY 
and administrative employees, Em 
ployee unrest, requests for transfers, 
and resignations, pointed up the need 
for management action. Inequities in 
wage structures on the Production, 
Sales, Accounting, Finances, Staff, and 
Industrial Relations divisions proved 
to be the cause. Wages for this com 
pany had, in the past, been set by a 
committee, composed of the President 
and six divisional Vice Presidents. 

It was apparent that inequities, be- 
various divisions, resulted from the in- 
tween the levels of remuneration in 
dividual viewpoints of the Vice Presi 
The head of Accounting, fon 
example, was less inclined to request 


dents. 


raises for his people than was the Staff 
head. In order to work out a more 
outside 


desirable structure, an 


consulting firm was called in to obtain 


wage 


an unbiased viewpoint and to forestall 
any complaints of favoritism. 
procedure for making comparisons be- 
tween jobs in the different divisions, 
to produce a salary structure which 
would eliminate the distortions and 
inequities in, and between, the various 
divisions. The three primary objectives 
of the program were: 


We were asked to prepare a plan of 
1. A job evaluation plan which would be 
simple in application, yet consistent and 
accurate. 


2. Proper differentials for all supervisory 
and administrative positions in the com- 
pany's main plant. 


3. A general wage level for the jobs be- 
ing surveyed that would have parity with 
those of other firms in the area. 


In order to introduce this plan with 
the maximum cooperation of the af- 
fected employees, the President of the 


firm called a meeting of all personnel 
involved. It was explained that the 
purpose of this survey was to establish 
an equitable wage and salary structure. 
It was pointed out that the company 
had as its primary purpose the adjust- 
ment of any salary grievances that had 
Man- 
agement stated that under no circum- 


accumulated in the past years. 


stances would any wages be cut. The 
members of the consulting staff who 
were to make the survey explained the 
basic principles and theories of job 
evaluation very thoroughly. 
Originally, a simple comparison. sys- 
tem was considered because of its sim- 
minimum 


plicity of installation and 


cost. It was decided to use the same 
plan for all six divisions. Therefore, a 
factor point comparison method, which 
made possible inter-divisional compari- 
sons, was needed. Although this meth- 
od was more costly, and slower in 
installing than a simple comparison 
plan, it provided certain advantages: 
a job description which could be mea- 
sured at the source, a high degree of 
precision, reduced guesswork, fitting 
new jobs easily into the plan, and 
utility in all divisions. 

A personal interview was arranged 
with each of the 52 people who held 
supervisory and/or administrative jobs. 
Each person was asked to describe his 
major duties and functions, including 
such items as: number and _ type of 
people supervised, equipment in the 
organization, amount of paper work in- 
volved, planning and organization 
problems, and general supervision re- 
ceived from the immediate superior. 

A written job description was pre- 
pared, which became the basis for eval- 
All job 
descriptions were reviewed with the 
Vice 


uating individual positions. 


individual and the _ divisional 


President to prevent exaggerations and 


methods 








By William J. Storm | 


Head, Management Division | 
Thulin, Woods & Isensee, Chicago 
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That’s a busy day — but it would be 
even busier if they weren’t also using 
an accessory known as the Du Pont 
245 Industrial X-ray Intensifying 
Screen. 

Intensifying screens greatly increase 
the effect of x-rays on film. Without 
them, exposures would be many times 
longer, payrolls considerably higher 
and replacement of x-ray tubes a good 
deal more frequent. Since none of these 
items appear on the profit side of the 
ledger, it’s good to be rid of them if you 


RECOMMENDED SALARY CURVE 
ALL SUPERVISORY PERSONNEL 
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CUTTING PRINTING HEADACHES can. Ask for more information on the 


coupon below. 


Perhaps your organization runs an 
offset press or two. If so, we think you'll 
be interested in “Photolith,” our litho 
film that so many people tell us suits 
them to a T. 

Some of our customers say they like 
“Photolith” because of its ease of han- 
dling. Others report that its latitude and 
uniformity help them turn out better 
work with less make-overs. Still others 
say it dries quickly and saves time. We 
think it probably does all these things, 
because that’s the way we try to make it. 

If you’ve got offset headaches, we 
think we can help you. In any event, 
our Technical Representative will be 
glad to try. Ask to see him by mailing 


the coupon below. THE BETTER TO PLEASE YOU 


Supplying industry with time- and la- 
bor-saving materials is an old Du Pont 
INTENSIFYING custom. And the Photo Products De- 
SCREEN, ay partment carries its share of that tradi- 
FILM tion, too. At our Parlin Research Center, 
Du Pont chemists are at work now on 
many exciting new products. 

In the past year or so, we’ve marketed 
some of the results of their forward 
thinking — Rotofilm, which helps gra- 
vure men make printing cylinders much 
faster than the materials used until 
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INTENSIFIED now; Screen Process Film, a new photo- 

BEAM graphic way to make stencils faster and 

more accurately than old hand methods. 

SAFE SEAMS And less than a snapshot’s distance 

from these laboratories, we’re building 

One of our customers uses x-ray to a giant new plant to make “Cronar” 

check the welded seams of the tank polyester photographic film base. It’s a 

, cars he makes. Sometimes this firm crystal-clear plastic film that will set 

| | exposes several hundred sheets of new standards for dimensional stability 

| “s x-ray film in a single 8-hour shift. and ruggedness. 

| 1 
| | 

| ee re Ware fas es We ee eas es a gt se es rere ek . 

. DU PONT 2496 Nemours Building ssa 

| Wilmington 98, Delaware | 

| | PHOTOGRAPHIC [] Please send me more information on Ei 

| | [] Please have your Technical Representative call 

eae. PRODUCTS ae | 

JOB GRAD is 

I : 3 14 Title a . 

100 200 BETTER THINGS FOR BETTER ties aR : 

POINTS LIVING . . . THROUGH CHEMISTRY 1 aenmvvm renner Ae te papapaeepennnel ; 

(Circle 425 for more information) 
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for the 
first 
time! 





with versatile 








EROGRAPHY 


you can copy anything, written, typed, printed or 
drawn, onto masters for multiple copy runs using 


any of these processes: 


New developments in xerography 
make it the one, all-purpose, fast and 
economical process for duplicating 
anything written, typed, printed or 
drawn, onto masters for offset dupli- 
cating, spirit*® (or other fluid-type) 
duplicating and diazo printing. 

Now you can copy subjects like 
those shown above onto offset paper 
masters, pre-sensitized positive work- 
ing metal masters, spirit® (or other 
fluid-type masters), translucent mas- 
ters, by this versatile, photo-exact, 
dry electrostatic process. 

Versatile xerography provides the 
solution to your copying needs. Orig- 
inal copy can be enlarged, reduced 


THE HALOID COMPANY 


55-10X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 


Los 


The fastest, cheapest, most versatile way to make masters for dup lewting ~ 


OFFSET DUPLICATING 
SPIRIT“ DUPLICATING 
DIAZO PRINTING 


or made same size. Masters can be 
made from opaque originals or from 
copy on both sides. Only with XeroX® 
copying equipment can you prepare 
masters for many types of duplicating 
with one quick, economical process. 
Let us show you with facts and figures 
how xerography can cut your dupli- 
cating costs for all types of paperwork. 


WRITE for ‘‘proof of performance” folders 
showing how xerography is saving time and 
thousands of dollars for companies of all kinds, 
large and small. 
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omissions. A typical job description 
of duties follows: 


Job Description—Factory Superintendent 


Supervises the activities of 12 departments 
through 12 foremen. Departments include screw 
machine, machine drill press, tool room, etc. Em- 
ployees total approximately 265. 


Deals with union representative on grievances. 
Furnishes top management with information for 
continued grievances. 


Coordinates activities with Standards Engineer 
in determination of methods and procedures. 
Authorizes changes in process. 


Determines number of people required in depart- 
ments. Determines which machines are to be 
operated on second shift. 


Coordinates activities with production control on 
personnel, machine loads, sequence, etc. 


Authorizes transfers, rate changes, lay-offs, and 
wage adjustments for both shop employees and 
foremen. 

Analyzes monthly scrap reports and implements 
corrective action. 


Analyzes monthly ''Variations from Cost Stand- 
ards" report and takes corrective action. 


Authorizes requisitions for withdrawals from gen- 
eral stores, repair part purchases, equipment, and 
supplies. 


Analyzes monthly inventory report and implements 
changes, if necessary. Can influence work in 
process, rework in process, and general stores. 


Analyzes monthly tool and maintenance expense 
report and takes necessary action. 


Analyzes monthly expense budgets and takes 
necessary action. 


Prepares yearly budget for manufacturing division. 


Coordinates activities with forge cost engineer- 
ing, standards, inspection department, tooling en- 
gineer, and maintenance. 


Makes recommendations to Tool Design for tool 
and methods improvements. 


Makes recommendations to Capital Expenditures 
Committee for expenditures for new equipment 
costing over $100. 


Conducts supervisors’ meetings. 


The consulting firm’s staff then de- 
termined the characteristics and job 
factors which would best describe all 
positions, and their respective duties. 
These factors were: knowledge, experi- 
ence, contact with others, self expres- 
sion, initiative, responsibility for work 
of others, responsibility for errors, re- 
sponsibility for confidential data, and 
mental demand. 

The skill factors, which are the first 
six in the list, were given a weighting 
of 600 of the total 1000 possible points. 
Responsibility was given a weighting 
of 350 out of a possible 1000 points, 
and mental demand was given the re- 
maining 50 points. 

Each of these factors was divided 
into five degrees, ranging from the 
lowest or first degree, to the highest or 
fifth degree. A master set of definitions 
for each of these characteristics and for 
each degree of the characteristics was 


| set up. The details for ‘‘Contact with 


Others” are shown below: 


Contact with Others—Skill 


Definition: A measure of the capacity for meet- 
ing, dealing with, or influencing other persons. 
This may range from little or no contact outside 
department to regular and frequent outside con- 
tacts with persons of considerably higher rank, 
requiring tact and judgment. 
Points: Degree: 
10 Ist Contact within department or 
branch only. 
Frequent contact with other 
departments or branches fur- 
nishing and obtaining infor- 
mation. Some tact and judg- 
ment may be required to 
avoid friction. 


30 2nd 


50 3rd Frequent contacts with major 
executives on matters requir- 
ing explanation and discus- 
sions or frequent contacts 
with other departments plus 


some regular outside contacts. 


Frequent contacts involving 
carrying out programs and 
schedules requiring influenc- 
ing of others to obtain desired 
results. Includes both outside 
and inside contacts. Involves 
little negotiation. 

Regular and frequent outside 
and inside contacts with per- 
sons of higher rank, requiring 
tact and judgment. Requires 
well-developed sense of strat- 
egy and timing. Usually in- 
volves difficult negotiations. 


70 4th 


90 5th 


With written job descriptions as a 
base, job requirements were deter- 
mined and points were assigned ac- 
cording to the master set of character- 
istic definitions. Job requirements for 
Factory Superintendent are as follows: 


Knowledge: Requires a broad knowledge of engi- 
neering and accounting. A knowledge of produc- 
tion methods and processes and cost analysis is 
necessary. Equivalent to four years of college 
training plus some experience. 


Experience: Comprehensive training and experi- 
ence, usually involving definite experience in two 
or more positions other than the one being con- 
sidered. Experience should cover each of the 
departments under his jurisdiction. This training 
involves the mastery of details and all-around versa- 
tility obtainable in a minimum of 10 to 12 years. 


Self-Expression: Requires the ability to fre- 
quently transmit complex instructions and ideas 
through speaking and writing. These include the 
analyzation of cost reports, changes in methods 
and procedures, union grievance negotiations, and 
shop personnel changes. 


Contact with Others: Frequent contacts with 
major executives on matters requiring explanation 
and discussion. There are some outside contacts 
involving new equipment. Most inside work in- 
volves the coordination of the activities of the 
12 departments under his jurisdiction. 


Judgment: Requires judgment and analytical 
ability on all phases of the manufacturing opera- 
tions, The decisions may affect the company 
operations considerably, although there is some 
check on decisions by the Works Manager. 


Initiative: Ability to plan or devise various proj- 
ects, methods, and procedures with little direction 
or guidance. Usually working from general objec- 
tives and policies only. Requires considerable 
inventiveness and originality. 


methods 
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roure | 
Ag JOB FACTORS — PRODUCTION 
Skill Responsibility 
er > / =% 
Total Self Contact For Work Confidential Mental 
Points Knowledge Experience Expression with Others Judgment Initiative of Others For. Error Data Demand 
| Works Manager ........... 820 40 50 40 70 160 160 140 90 35 35 
2 Factory Superintendent .. 685 40 45 35 60 130 140 130 50 25 30 
3 Maintenance Engineer ...... 560 35 30 30 50 120 120 80 60 5 30 
4 Forge & Die Shop Foreman .. 545 25 40 25 40 100 120 120 30 20 25 
5 Chief Standards Engineer .. 490 30 30 30 45 130 110 10 60 15 30 
6 Tooling Engineer ... . 475 30 35 30 40 110 130 15 50 5 30 
7 Automatic Foreman . 430 25 35 25 20 80 80 80 60 5 20 
8 Tool Room Foreman . 420 25 35 25 20 80 80 70 60 5 20 
9 Asst. Tooling Engr. . 395 30 30 30 30 100 100 10 30 5 30 
10 Specials Foreman re 25 25 25 20 80 60 65 30 5 20 
11 Forge Foreman .. acs SOW 25 25 10 20 60 60 100 30 5 15 
12 Machine Shop Foreman—ERS 350 25 25 10 20 60 60 100 30 5 15 
13 Night Shift Foreman 345 25 25 15 20 60 70 80 30 5 15 
14 Plating Foreman .. 335 25 25 15 20 60 60 60 50 5 15 
15 Machine Shop Foreman—CFE 325 25 25 10 20 60 60 75 30 5 15 
16 Heat Treat Foreman Fri 310 25 25 15 20 60 60 45 40 § 15 
17 Assembly Foreman . 285 20 10 10 20 50 60 65 30 § 15 
18 Polishing Foreman 280 15 10 10 20 40 60 75 30 5 15 
19 Inspection Foreman 275 20 10 10 20 40 60 65 30 5 15 
20 Shipping Foreman . 265 15 10 15 20 50 60 55 20 5 15 
figure 2 
. i POINT COMPARISONS 
Industrial 
Points Production Sales Accounting Staff Finance Relations 
851 to 1000 
826 to 850 
801 to 825 Works Manager 
776 to 800 
751 to 775 Sales Promotion Mgr 
726 to 750 Industrial Sales Mgr 
70! to 725 Export Sales Manager 
676 to 700 Factory Supt. Asst. Comptroller Purchasing Agent 
651 to 675 
626 to 650 Chief Cost Acct. Chief Engineer 
60! to 625 
576 to 600 
551 to 575 Maint. Engineer Advertising Mgr. Merch. Dept. Buyer 
Prod. Control Supv. 
526 to 550 Forge & Die Foreman Chief Metallurgist 
501 to 525 Branch Auditor Asst. Chief Engr. 
476 to 500 Chief Stds. Engr. 
451 to 475 Tooling Engr. Publ, Dept. Supv. Acctg. Dept. Supv. Asst. Purch. Agent 
Tax Accountant 
426 +o 450 Automatic Foreman Indust. Office Mar. Cost Acctg. Supv. Chief Inspector Personnel Manager 
Sales Promotion 
401 to 425 Tool Room Foreman Asst. Adv. Mgr. Tabulating Dept. Supv. Metallurgist 
Sales Analyst Order & Billing Supv. 
Service Dept. Supv. 
Export Office Mgr. 
Export Sales Admin. 
376 to 400 Asst. Tooling Engr. Office Manager 
351 to 375 Specials Foreman 
326 to 350 Night Shift Foreman Export Shipping Supv. Asst. Personnel Mar. 
Machine Shop Foreman 
Forge Foreman 
Plating Foreman 
301 to 325 Machine Shop Foreman 
Heat Treat Foreman 
276 to 300 Assembly Foreman 
Polishing Foreman 
25! to 275 Inspection Foreman 
Shipping Foreman 
226 to 250 
20! to 225 
176 to 200 
0 to 175 
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HAVE YOU HEARD ABOUT . . . HAVE YOU SEEN 


CONVOY “Chem-Board”* 


RIGID, PERMANENT, INEXPENSIVE 















record storage 


FILES 


Chem Board storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They're shipped 
assembled, ready for 
use. 


*CHEM-BOARD is the 
product of Convoy’s 
chemical impregnating 
process that makes 
corrugated board 
flint hard, rock strong. 


CONVOY 


also makes a 
complete line 
of Tote Boxes, 
used by fam- 
ous names in 
ail types of 
industry. 


WRITE FOR COMPLETE INFORMATION 


CONVOY, INC. 


P.O. Station B, Box 216-M 
Canton 6, Ohio 


(Circle 417 for more informatiun) 
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Keep Employees’ 
Wraps Aired, 
Dry and 

“in press” 


These modern steel 
3-U Office Valet ward- 
robe racks keep em- 
ployees' wraps on 
hangers open to air 
and light, dry and san- 
itary. Accommodate 3 
persons per running 
foot. Provide spaced 





coat hangers, ventilat- 
ed hat shelf, overshoe 
Come 


shelf and umbrella stand. 
in lengths to fit in anywhere. 


No. 9-18 (9 ff. 
capacity 18) Lock- 
erettes also pro- 
vide each em- 
ployee with a 
in << is ee 
lock box for 
purse, cosmetics, 
lunch, etc. Other 
units to meet all 
wardrobe needs 
from private of- 
fice to complete 
checkroom. 








VOGEL-PETERSON CO. 


1 37th St . Chicago 
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Office Planning? 
Office Designing? 














THE PLANORAMICS OFFICE LAY- 
OUT KIT .. . with indestructible self- 
adhering templets (no glue or sticky 
residue). So easy anyone can use 
it. . . and with results matching those 
of a professional. Saves time of expen- 
sive personnel. Lends itself to coop- 


erative planning. Errors corrected with 
the flick of the finger. 

« More than 47 different items + More 
than 1,000 templets + Templets and 
Grids 14” scale + Grids made of sturdy 
transparent Laminated Plastic + Per- 
fect for Reproduction 


no’ PORTABLE 
MAILBAG HOLDER 


Speeds Handling - Lowers Costs 


EASY TO MOVE — Large, full swivel, 
hard rubber casters permit easy han- 
dling, even when loaded with 500 Ibs.! 
EASY TO UNLOAD — Swivel hooks hold 
bags open, but release with fingertip 
pressure, lowering bag to floor. NO 
LIFTING. 

EASY TO STORE — Light weight permits 
off-floor storage. Folds compactly. 
Choice of 2 or 4-bag holder. Write for 
details: 


W. A. CHARNSTROM CO. 


305 So. 5th St. 


Priced at $34.95 for complete set. _ 
Additional information and samples on 
request. 


Please ask for our Brochure on our 


New Product Plan-O-Board for Sched- 
uling, Programming, etc. 


Planmramtice 
631 East First Street Boston 27, Mass. 


COSSOSOOSOOSOOOOOHOOOOSOOOOOOHOOOOOHOCS. 
(Circle 497 for more information) 


Minneapolis 15, Minn. 
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Now! A small, low cost, 
precision mailing scale! 


A midget in size, but a big saver of postage and mailing time, this 
newest Pitney-Bowes scale is just what the small office needs. 

Precision-built, it has a cylindrical computer that shows clearly 
the postage needed, from 4 ounce to | pound. Prevents loss of 
postage through overpayment . . . and loss of good will through 


underpayment, with resulting “‘postage dues.” 
Other PB Scale models, including parcel post up to 70 Ibs. 
Ask your nearest PB office to show you, or write for booklet. 


FREE: Handy desk or wall chart of Postal Rates 
with parcel post map and zone finder. 


PITNEY-BOWES 
Mailing Scales 


PITNEY-BOWES, INC., 4581 Walnut St., Stamford, Conn, 


Originators of the postage meter... offices in 94 cities 


eT 


(Circle 459 for more informati_n) 


38 


Work of Others: Responsible for planning, in- 
structing, and directing the work of a large group 
of employees. Covers 12 departments through 12 
foremen and approximately 265 employees. 


Errors: Probable errors may be serious, involving 
loss of production, waste of material, and waste 
of time. Effect is usually confined to the com- 
pany. Most work is not subject to check or veri- 
fication by others. 


Confidential Data: Regularly works with con- 
fidential data of both minor and major importance, 
whose disclosure may be detrimental to the 
company’s interest. 


Mental Demand: Considerable mental activity 
on matters which may require deductive reasoning. 
Mental agility is required to work with the various 
and frequent departmental problems. There is 
some pressure. 

Each job was rated individually, and 
then was compared, factor by factor, 
with other jobs in the division. ‘This 
procedure removed as much bias as 
possible. In order to prevent long dis- 
cussions, all rating was done individu- 
ally by the consulting engineer. Afte1 
determining the point evaluations for 
each job, they were listed in their 
order of importance for each division 
(Figure 1) and placed into point 
classifications on the basis of 25 points 
per classification. For example, a job 
with a total of 680 points fell into the 
675- to 699-point classification. A com- 
parison was then possible between the 
relative position of the jobs in each 
division. This is shown in Figure 2. 
After the total points had been as- 
signed, a graph was drawn which plot- 
ted the total points assigned to each 
job versus the salary currently being 
paid, The salary information was not 
obtained until after all points had been 
assigned, in order to prevent the rate1 
from being influenced. The last step 


in the procedure was to set up a salary 


classification which would give the 
average salary for each of the point 
values or ranges. The recommended 


salary curve is shown on page 35. 
Results of this work showed that the 
internal structure has become badly dis- 
torted in two major areas. One was in 
the low level jobs in the Staff and Sales 
organizations. These positions were 
being underpaid by as much as $1000 
to $1200 per year, compared with Pro- 
duction, Finance, and Industrial Rela- 
The 


Accounting 


tions. other area 
the 


organizations. The Accounting organi- 


major was 


between and other 


zation, as a result of the policies of the 


divisional head, was being paid as 


much as $1500 less than comparable 
jobs in the Staff, Production, Sales, and 





the Financial departments. 

As a by-product of the job evalua- 
tion, it was found that inter-divisional 
wage distortions resulted from the 
high level of wages being paid produc- 
tion shop employees, due to a series 
of loose production incentive rates. It 
was not at all uncommon to find pro- 
duction departments averaging 155% 
above base rates. The supervisors of 
these organizations had benefited di- 
rectly since their wages were tied into 
the general level of productivity for 
then Cases were also 
found in two departments where shop 
foremen determined the incentive rates 


to be paid employees. As a result of 


departments. 


this incentive program, shop super- 
visors were earning from $500 to $2000 
per year more than comparable jobs in 
the advised 
that a 
standards was necessary, if the firm was 


area. Management was 


re-vamping of the incentive 
to keep its wage structures in line with 
those paid by their competitors. 
Another major source of deviation 
was the yearly bonus which the com- 
pany paid to all members of the super- 
visory and administrative groups. This 
bonus had no equitable basis and was 
apparently being paid as a result of 
personal relationships. This resulted 
in cases where men, doing equivalent 
jobs, received bonuses which varied by 
as much as $1000. 
management that this yearly bonus be 
and wages in 
It was pointed out that, 


It was suggested to 
eliminated increased 
proportion. 
even in a time of recession, any cut in 
the looked 
upon as a cut in salary and, therefore, 


present bonus would be 
the company’s contention that a bonus 
could be taken away without resulting 
in ill feeling was not valid. 

As a result of the job evaluation, the 
company undertook the adjustment of 
its salary structures. It was able to use 
the job evaluation plan as a basis for 
determining new wage levels whenever 
an individual either increased his job 
content or moved to a new position. 
The technical results of the plan, plus 
a sincere desire on the part of manage- 
ment to make it work, resulted in a 
considerable reduction in the number 
of salary grievances in the group. The 
company is also re-examining its incen- 
tive program and its method of bonus 


determination. m/m 


methods 
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How GLENS FALLS 
benefits with its 
P-A-X Business 

Telephone System 





How Glens Falls Insurance Company 






cuts paperwork—speeds operations with P-A-X 






BUSINESS TELEPHONE REPORT NO. 108 
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saves countless steps, reduces paperwork load, 


with its privately owned, inside telephone system 


Like the sprawling West itself, the San Francisco Office of the 
Glens Falls Insurance Company has grown remarkably since 
the end of World War I[—doubling its floor space, and expand- 
ing its staff 160%! The huge office is headquarters for the 
Pacific Coast Department that serves an 8-state territory with a 
multiple line of coverage: Fire; Automobile; Casualty; Inland 
Marine; Fidelity and Surety Bonds. 


Insurance is basically people, and the smooth interchange of 
thoughts between these people is essential to success. Glens 
Falls knows the value of modern intercommunications and has 
long used P-A-X for smoother office operations, faster handling 
of routine forms. Today, every employee throughout the mas- 
sive Glens Falls office is linked with every other for instant 
conversation through an “inside” dial telephone system. 


Giens Falis communications background 


From 1922 (when the San Francisco Office was formed) to 
1948, Glens Falls relied on its outside switchboard for inside 
calls—the inefficient “single-track” system. By 1947, however, 
management became aware of communications slow-downs as 
the growing staff burdened the outside switchboard with inside 
calls. During an eastern trip in 1948, a company executive saw 
an inside telephone system working successfully in his com- 
pany’s main office at Glens Falls, N. Y. The system in use was 
P-A-X. Returning to San Francisco, he called Automatic Elec- 
tric for a specific proposal on a “customized” system for his 
West Coast Department. This executive also investigated sev- 
eral other types of inside systems, and checked with the public 
telephone company on an inside “rental” system. 


Why P-A-X was chosen 


After weighing the merits of several different proposals, Glens 
Falls’ management selected P-A-X for these basic reasons— 
(1) Long-range savings ... P-A-X could be purchased outright, 
offering the possibility of returning their investment through 
efficiencies in handling paperwork; (2) Familiarity ...P-A-X 
automatic dial telephones are identical to those of the “outside” 
system; (3) Simple installation .. . the P-A-X Control Unit is 
easily installed and takes little space. Each telephone needs 
only a pair of wires—no bulky multiple cables are required; 
(4) Privacy ...P-A-X telephone conversations are private and 


Glens Falls’ San Francisco Office 








can't be overheard by others. And with P-A-X, there is no 
annoying “broadcasting” of messages. 

P-A-X was regarded as a capital investment that would soon 
pay for itself in time and manpower savings. This has proved 
to be true. 

Glens Falls P-A-X System 

Late in 1948, a P-A-X with capacity for 50 telephones was 
installed by Automatic Electric specialists. The compact Con- 
trol Unit (4°4’ high, 414’ wide, 2’ deep) was installed in a 
corner of the main Conference Room. With 30 telephones con- 


nected for use, intercommunications jumped to life—inside 





calls were getting through instantly and the city switchboard 
was relieved of its troublesome “extra” load of handling inside 
calls. Additional telephones were connected as floor space was 
added and the number of employees grew. Today, all 50 tele- 
phones are busily at work connecting hundreds of inside calls 
daily. 

How executives and employees use P-A-X 


Over 250 employees in the San Francisco Office are dispersed 
over a total area of 31,000 sq. ft. Employees who formerly 


“walked” their messages (it was often faster—and less frustrat- 





ing—than trying to put an inside call through the switchboard ) 
now dial a 2-digit number, reach a fellow worker 100 yards 
away, exchange information and proceed with their work. In 
the time it formerly took to walk from the Claims Department 
to the Filing Department (290 ft.), a request can be made via 
P-A-X, the file can be located and delivered by a filing clerk. 
In this one operation, P-A-X saves 5 minutes of time and over 
600 steps! During coffee breaks or lunch periods, employees 
in the Cafeteria can be reached by any executive via P-A-X. 
The Accounting Department calls Supply for necessary mate- 
rials. Tabulating calls Statistics to check a figure. Personnel 
calls department heads for additional information. Nearly 70% 
of the enormous flood of calls are “inside” messages . . . a vol- 
ume that would swamp the switchboard operators. 


Maintenance is negligible 


Glens Falls employs no maintenance men, and none has been 
needed for P-A-X; the telephone system has performed 


smoothly since it was placed in operation. Under a service 
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agreement with Automatic Electric, the Control Unit is checked 


every 3 months for less than $75 annually. The only other 
expenditures have been for additional telephones and occa- 


sional handsets to replace those broken through mishandling. 


Typical costs on two recent jobs of this type were $4.17 and 
$4.14. If serious difficulty ever should occur, a call to Automatic 
Electric would bring a repairman quickly to make adjustments 
on the spot. 

How the staff feels about P-A-X 

Interviewing personnel in various departments, a reporter 
heard the following remarks: 


“We have a minimum of difficulty with employee communica- 
tions now, and it (P-A-X) saves us time and money.” (James S. 
Hurry, Vice President) 


From the Reception Desk, Mrs. Lillian Howard uses 
P-A-X to call executives and announce visitors. 
Over 50 key employees are closely interlinked 
through this ‘‘inside’’ telephone system. 


The compact Control Unit in the Conference Room 
at Glens Falls. Completely automatic, the Control 
Unit works ‘round the clock, requires no operator. 


“Our biggest problem was the jammed-up switchboard; we 
£8 | J } ; 

used to lose a lot of long-distance calls. P-A-X solved this prob- 

lem.” (John H. Bray, Claims) 

“It eliminates a lot of visiting and unnecessary conversation.” 
o J 

(Michael Edwards, Files) 

“Now (with P-A-X) we can give outside calls much better 

service.” (Mrs. Lillian Howard, Switchboard) 


“Certainly saves a lot of leg work; I used to walk all over the 


office.” (David Miller, City Fire Survey) 


“It’s worked out beautifully. Before P-A-X, we did too much 
walking from office to office and put too much of a load on the 


switchboard.” (Mrs. Carol Terrill, Sec’y to Mr. Hurry) 


“Tt cuts my call-backs down considerably.” (Raymond Shuster, 


fh ny res np 
Agency) 





P-A - meets requirements yD 


of business offices 

Communication in business offices is complicated by 
the many departments involved. P-A-X Business Tele- 
phone Systems extend intercommunications through- 
out these areas—link them closely together with 
two-way talking convenience. P-A-X also meets the 
need for precise timing because P-A-X telephones are 
fast—the automatic dial telephone system speeds both 
routine and critical calls. No wonder so many offices 
own P-A-X Telephone Systems—among them: 


*e cee 
Arthur Andersen & Co., New York g 3 ay 
60 TELEPHONES, SINCE 1938 
A.C. Neilsen Company, Chicago oo 
200 TELEPHONES, SINCE 1937 \ A 
Midwest Oil Company, Denver x” As ; 


50 TELEPHONES, SINCE 1954 
John Hancock Life Ins. Co., Boston 
1500 TELEPHONES, SINCE 1922 
Ernst & Ernst, Los Angeles 
25 TELEPHONES, SINCE 1949 
Eastern Air Lines, Inc., Miami 
100 TELEPHONES, SINCE 1952 
Sears, Roebuck & Company, Chicago 
3300 TELEPHONES, SINCE 1917 
S.S. Kresge Company, Detroit 
250 TELEPHONES, SINCE 1930 
Commerce Trust Company, Kansas City 
250 TELEPHONES, SINCE 1923 
Concordia Publishing House, St. Louis 
75 TELEPHONES, SINCE 1951 
Kansas City Fire & Marine Ins., Kansas City 
175 TELEPHONES, SINCE 1936 
Consumers Research, Inc., New Jersey 
50 TELEPHONES, SINCE 1938 
Charles Bruning, New York 
50 TELEPHONES, SINCE 1937 
International Paper Company, New York 
300 TELEPHONES, SINCE 1923 
Federal Reserve Bank, Cleveland 
300 TELEPHONES, SINCE 1922 
Insurance Co. of North America, Philadelphia 
550 TELEPHONES, SINCE 1925 
Seattle First National Bank, Seattle 
50 TELEPHONES, SINCE 195] 








Automatic Electric Sales Corporation 
a 1033 West Van Buren Street 
this Chicago 7, Illinois 


coupon GENTLEMEN: I am interested in the P-A-X Business Telephone System 
C] Please send additional information 


today O) Please have your nearest representative call on me 
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or circle 
number 486 on the ; EE Pe ene ee 
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One girl gets all these 
letters out in a day 


By using a Kodak Verifax Copier, 
Fram Corporation saves more 
than the Copier’s original $240 
cost every month! 


Sales leads never turn cold at 
Fram, world-famous producer of 
oil, air, fuel, and water filters. 

Hours are no longer spent retyp- 
ing correspondence for sales force 
follow-up. Instead Verifax copies 
—authentic from letterhead to sig- 
nature—are made and sent out im- 
mediately. 

All of which helps build sales... 


and customer good will. 


See a free demonstration of 
Verifax copying in your office soon. 
No obli- 

gation 
whatso- 

ever! 









3 photo-exact 
copies made 

in 1 minute for 
less than 4¢ each 


-.... 







only $240 
—-—MAIL COUPON TODAY 


Eastman Kodak Company 
Business Photo Methods Div. - 
Rochester 4, N.Y. 

Please send information about Verifax 


copying and names of near-by dealers. 197 


Name 





Position 





Company 





Street 





ay State 
Price quoted is subject to 
change without notice. 


(Circle 426 for more information) 
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How one company solved 


The 


Rumor 
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Speedy answers to employee questions on "Rumor Board" 


Gm, \fanagement of Argus 
Cameras, Inc., Ann Arbor, Michigan, 
found that rumors were causing seri- 
ous damage to employee morale and 
production efficiency. To strike down 
rumors before they could develop, and 
to present management’s side of the 
story, a “Rumor Board” was installed. 

The Rumor Board is a simple card- 
board bulletin board 13” x 18’. Across 
the top, RUMOR BOARD is printed 
in large type. Beneath that is “Rumors 
Flying” and “Get The Right Answers 
Here.” A pad of paper and pencil are 
attached to the board with instructions 
that say, “Write the question or rumor 
you want answered in the space below.” 

The boards are posted in prominent 
spots: near the time clock, and on the 
wall near the water fountain leading 
to the cafeteria. 


How the rumor board works 

Once a question is posted on the 
board, the personnel department is 
charged with the responsibility of re- 
moving it and referring it to the head 
of the department most directly in- 
volved. The industrial relations man- 
ager gets most of them, but he collabo- 
rates with the department heads, and 
in special cases, may take a question di- 
rectly to the president. 

All questions which appear on the 
boards are answered, regardless of how 
trivial they may seem. Some are com- 
plaints and criticisms, rather than ru- 


mors. However, management feels that 
any question or complaint that troubles 
an employee is important. By and 
large, questions regarding company 
policy, employment, and holidays ap- 
pear most often on the board. 
Rumors about layoffs are current 
and paramount. One of the first ques- 
tions written on the board when it 
was installed was, “I heard there is go- 
ing to be an extended vacation period 
this year due to layoff.” This got a 
quick negative answer and squelched 
a rumor before it had a chance to dam- 
age morale. Another prominent ques- 
tion asked by employees deals with a 
recurring rumor that Argus will be 
organized by a union (only machinists 
belong to the union at Argus now). 
This, too, gets a quick negative answer. 
Many complaints have to do with 
food in the cafeteria. Although it is 
not operated by Argus, but leased to a 
Argus 


plaints, investigates them, and assures 


concessioner, receives  com- 
the employee that he has been heard. 
For example, ketchup has nothing to 
do with the production of Argus prod- 
ucts, but if the employee is venting his 
anger over too-thin ketchup, he is not 
able to give his best to the company. 

Before the rumor board idea was 
initiated, rumors travelled rapidly. Em- 
ployees worried over what might hap- 
pen to them and their jobs, and efh- 
ciency was reduced. 

Returns from the rumor board have 





boost morale and efficiency 


exceeded expectation. Management is 
convinced that the rumor board has 
accomplished its purpose—to give the 
employee a chance to question and get 
an answer back, both publicly and 
quickly. Returns are evidenced in at 
least four ways: 1, The board is an at- 
tention-getter — without equal. Em- 
ployees gather around to read and dis- 
cuss the content. If a fellow employee 
asks an extraneous question which ir- 





ritates or embarrasses others in his de- 
partment, he may be publicly repri- 
manded by a comment written on the 
board by them. They may go directly 
to the personnel director and advise 
that his question deserves no answer. 
2. It brings all rumors and questions, 
trivial or otherwise, to management 
for their consideration, so that they 
know what their employees are think- 
ing. Armed with this knowledge, they 
can foresee and forestall serious diff- 
culty. 3, It offers the employee an out- 
let for his pent-up feelings and makes 
him feel important enough to have his 
question answered immediately. 4, It 
has unquestionably improved labor re- 
lations. In so doing, Argus has reached 
their desired level of production, and 
has been able to maintain this level. 

There is no doubt, in the eyes ol 
Argus management, that through the 
use of the rumor board, they have ef- 
fectively turned rumors into communi- 
cation channels which have benefited 
both employees and management. m/m 
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the chair 
with the 


y Fiber Glass 
—_ ie ase 

You can kick the fiber glass base of 
this Sturgis chair but you can’t hurt it. 
You can bang it and scuff it but you 
can’t dent it or disfigure it. It’s a solid 
one-piece unit that has no “‘finish’’ to 
be refinished, never needs any mainten- 
ance except a wipe with a cloth and clear 
polish. Gray, walnut, green or black, on 


8 executive and stenographic models. 
Send coupon for illustrated folder. 


Engineered for Long Life and Minimum Maintenance 


Nylon Thrust Bearing: takes a lifetime of 
swiveling. 

Ball Burnished Spindle Bearing: perfect fit for 
long life. 

Superior Casters: oversize ball bearings, extra 
wide rubber wheels. 

STURLON Finish: 70 to 20 times as abrasion- 
resistant as other finishes. 





THE STURGIS POSTURE CHAIR COMPANY 
154 East Erie Street Chicago 11, Illinois 


We'd like a copy of your illustrated folder 
on chairs with fiber glass bases. (8) 


Name 





Firm Name 





Address 


City__ _ State 


(Circle 472 for more information) 
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SEE LAST MONTH'S ISSUE | 
FOR COMPREHENSIVE IN- | 
FORMATION ON COST OF : 
MAKING BUSINESS FILMS. 


Low budget—and the boss as director—are the 


enticements of this industrial do-it-yourself plan 


How to make your own company movie 





The do-it-yourself 
trend has hit business movies. Accord- 
ing to a guide provided by the Business 
Film Information Holly- 


wood, you, too, can produce an effec- 


Bureau of 


tive film for your company at relatively 
low cost. ‘The whole idea hinges on a 
“package” offered by certain motion 
picture companies who will take care 
of all the technical details after you 
have shot the film. 

In the face of formidable production 
costs for some of the glossier business 
movies, the plan has strong appeal to 
executives contemplating — technical, 
limited-audience presentations. In 
these, unlike advertising and public 
relations movies, showmanship is of 
secondary importance. 

The Bureau’s formula is simple. 
Once you have decided to make a film 
—demonstrating equipment in use for 
example, or 


explaining a complex 


On-location movies produce graphic sales present- 
ations of heavy machinery, Often this is the only 
method of showing the potential customer the 
product in action, without being on the scene. 





» Manufactures 


~ Has a limited audience 


process—you find a competent camera- 
man. This could be either a 16mm 
hobbyist within your organization or 
a professional cameraman. You work 
out a shooting script with him, and 
have him photograph every conceiv- 
able phase of the story you need, using 
film generously. 

When that job is finished, you ship 
your story and raw film to a motion 
picture company (see chart, page 45). 
They take it from that point through 
every technical process necessary to 
make it into a smooth-flowing, profes- 
sional job. 


A case history 

A typical practitioner of this indus- 
trial home-movie technique is Skagit 
Steel & Iron Works, which makes quite 
a few movies, “none of them for enter- 
tainment purposes.” 

Skagit is a good example of the type 
of company which should be interested 
in non-professional movies, since it: 


heavy-duty equip- 
ment, which is difficult to demon- 
strate first-hand. 
(some- 
times a single individual) to whom 
to show a film. 

Needs films in a rush because of 
obsolescence and customer’s need fo1 
visual instruction on operation. 
situated (75 
from Seattle), making the cost of 


Is remotely miles 
location work by outsiders very ex- 
pensive to consider. 

Skagit’s movies are all made by a 
department of two men who list this 
as only one of their duties. ‘They 
must take their pictures under news- 
reel conditions—no_ interfering with 
normal operations, no staging, often 


no waiting for decent weather. 
Sometimes they’ll do a film on the 
testing operation of a pilot machine in 
order to sell one customer. They will 
then shoot the first models in action 
at that customer’s location, and _ use 
the two films to open new sales terri- 
tories. 
as the machines go into use, Skagit 


By constantly adding footage 


ends up with a movie showing custom- 
ers a diversified line. 

On a new machine developed for 
the federal government, Skagit turned 
out a 1,000 ft. movie on how it should 
be operated. The job was done in 50 
days, in time to meet the machine 
when it arrived on the East Coast. 
Exclusive of the two men’s salaries, the 
estimated cost of this one was $900, or 
just under $1.00 per foot of actual 
running time involved. 


Working with the experts 


Skagit works with Telefilm, Inc. in 
Hollywood, but often handles some of 
the technical chores itself to save pre- 
cious time. For instance, Skagit’s men 
can do their own editing and splicing 
and cut their own sound (later re- 
corded at the studio for a timed print 
with optical sound). Depending on the 
rush and budget, different elements of 
the production are farmed out or com- 
pleted at the plant. 

According to Skagit’s Kenneth A. 
Schell, who is half of the two-man 
film unit, “We do not pretend that our 
movies are Hollywood productions. 
If our product required interior shoot- 
ing, or if the backgrounds and settings 
could be selected and staged, or if we 
were not remotely situated, or if pro- 
duction time and obsolescence were 
not key factors, we probably would 


methods 











Seven Steps to Screening Your Own Company Movie 


A do-it-yourself blueprint from Business Film Information Bureau: 


1. Pre-production planning: Select a motion picture company which has all the 
facilities within its organization to complete your picture. Give the film company 
a concrete idea of your objective, the audience you seek, etc. Get their recom- 
mendations on running time. Ask for approximate costs of editing, titling, recording, 
etc. Then set a budget. 


4 2. Cinematography: Pick a 16mm _hob- 
byist either from within the company or 
outside, checking first on the quality of 
his work, to be convinced that he can 
do a professional job on your movie. If 
you can’t find a satisfactory amateur, hire 
a professional cameraman on_ contract 
(weekly salary or set price for the entire 
footage). Check his work too, though, 
especially to make sure that he’s equally 
good at interior anc exterior shots. 






3. Shooting the script: Work out your shooting script with your sales and sales 
promotion staffs, advertising department, and photographers. Define your message 
clearly. Be certain that all products, processes, people, and places appear in logical 
order. Include everything you may conceivably need to tell your story. 


ate 4. Editing: Send raw film and shooting 

Mame script to the motion picture company. 
They will develop your film and make a 
work print from the original. They will 
then edit the film into a cohesive story. 


and any desired special effects such as 
fades, dissolves, or animation. 


5. Written narration: The company’s script department writes narration from your 
shooting script and correspondence. Be sure you see this narration in writing for 
final approval before it goes onto the film’s sound track. 


6. Sound recording: Charges for sound 
recording by professional organizations are 
generally based on a per-hour rate, with 
an additional fee for the professional nar- 
rator. If you decide to do your own, in- 
vestigate the new combination projector and 
recorder that enables you to record your 
sound track on the same film with your 
picture, at a reasonable cost. Recording 
can also be made on magnetic tape or film. 
The motion picture company records the 
narration of a professional commentator 
and mixes in background music if desired. 
Be sure that you approve of the speak- 
er’s voice and the music before it is dubbed 
into your picture. 





Printing duplicates: With all the elements incorporated onto one master print, 
your film is completed. Order more prints than you will need immediately. Duplicate 
prints are fairly inexpensive and you should have as many copies as you need to allow 
frequent showings. 
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LAMSON AIRTUBE AUTOMATIC 
SWITCH SYSTEM REDUCES 
COMMUNICATIONS TIME TO SECONDS! 


@ So. Fabricating—690% 


@ ‘lithographing— 330’ 
@ Maintenance— 1030 


Receiving— 260 





: 7 1 
». No. Fabricating—20 


Shipping—300 


Oftice—341" 


The above photograph shows the locations of 
tati of the L Airtube system and their 
distances from the monitor at the vast J. L. Clark 
Manufacturing Co., Rockford, Ill. Distances shown 
in air feet. Walking distances are much greater. 
Every carrier passes through the monitor . . . the 
automatic central switching point. The monitor 
automatically deflects the carrier into the tube 
leading to the correct station. The photographs at 
the left show typical Airtube stations in Office 
and Plant. 


In 300,000 Sq. Ft. Plant! 


Huge as the J. L. Clark plant is, Lamson’s Airtube Automatic Switch System 
has brought the farthest departments only seconds away from each other. 





Lamson has reduced hourly trips to merely 1 or 2 daily to handle bulky items. 
The handling of correspondence, time cards, instruction sheets, shipping schedules, 
receiving slips, memorandums and requisitions between departments has increased 
in speed and efficiency. Executives save valuable hours of “between office” time. 
Supervisors can devote more time to “on the job” supervision because they're 
freed from message carrying. 


Lamson Airtube carriers . . . also bearing small product samples and tools . . . 
automatically discharge at any pre-determined station. The correct station number 
is dialed by turning the bands on the carrier. 


For complete details as to how Lamson can improve the speed and 
efficiency of tions in your plant, MAIL THIS COUPON TODAY. 





Lamson Corporation, 

3730 Lamson Street, Syracuse, New York 

Please send me a free copy of “Lamson Airtube Automatic 
Switch System’ Bulletin. 


NAME_ CITLE.W 





SO EE AN ¥ esesisecccsesiesieecesiccetsiipsbaipatlilaniasincsiaiensaaisndeea tamed 


Plants in Syracuse 
and San Francisco 
Offices in Principal 

Cities CITY ZONE STATE 


ADDRESS Es a 
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what cost corrections 


In the eyes of the receiver, a bulletin repre- 
sents the sender—represents his standards. 
How do you think the sender of the above 
bulletin is represented? 

There is now no need—no excuse for 
duplicated representatives to hint of care- 
lessness. 

With the advances in MODERN duplicat- 
ing you can have copies with corrections 
that defy detection—clean, clear copies of 
written, typed and drawn material, pro- 


A. B. DICK and 6 are registered trademarks of A. B. Dick Company. 





like this? 


duced at high speed, in one or more colors, 
on a variety of paper and card stocks in a 
range of sizes. And produced at low cost. 


For full information about MODERN 
duplicating (all four major processes) call 
your A. B. Dick Company distributor. You 
will find his name listed under Duplicating 
Machines in the classified section of your 
phone book. Or write A. B. Dick Company, 
5700 W. Touhy Avenue, Chicago 31, Illinois. 


= A:B:DICK 


THE FIRST NAME IN DUPLICATING 


(Circle 422 for more informaticn) 





ABOVE: Company movie is finished and titles 


added to completed film. BELOW: In the labora- 
tory, the company's film is processed and printed. 





have made occasional movies with pro 
fessional producers. 

“But we had to face the facts and 
develop our own procedure aided by 
the cooperation of motion picture 
people who filled the gaps. There 
must be thousands of companies with 
the same problems who would use 
movies if they knew how to proceed.” 

Schell’s comment that he and_ his 
associate “have absorbed experience in 
the past three years since we first han 
dled a motion picture camera,” pro- 
vides a clue to the biggest hazard of the 
whole idea: the calibre of the camera- 
work. Success of the whole venture 
rests on the assumption that raw foot- 
age will be a gem in need of polishing. 
The danger is that no amount of edit 
ing and special effects will disguise 
amateurish photography. 

The Bureau also stresses the impor- 
tance of working with an_ efficient, 
reputable company. There are a num- 
ber who are equipped to offer this 
type of “package” deal. ‘The American 
Society of Cinematographers or The 
Business Information Bureau, both in 
Hollywood, can recommend reliable 
and competent companies. m/m 
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* | How to avoid expensive mistakes 
Thought Starters deal with a “practical solution to a management problem.” The ' » . ~ 
Editor invites contributions—which are paid for at our normal space rates. when buying a copying machine 
Will that machine you buy be able to do a// your office copying? Or will 
iA is designed to encourage American you lose time and money on jobs your machine just can’t handle? 
J HEALTH >| tought QY stanton, businessmen to make new investments One machine cannot copy from colored papers, from spirit duplications, 
| abroad. The protection offered is in- ! or from opaque or two-sided originals. Another machine is useless with an 
Free dental clinic is part surance against currency inconvertabil- | = ink that does not have a carbon base. When ated original has fine details or ; 
£ industrial health proaram ity and loss through expropriation or material set down in colored ink, another machine lets you down completely. 
oT | prog Sci cieideaitaie i But the Copease photocopier can handle the full range of office copy 
A free dental clinic at the Grumman The convertability contract provides assignments and 95% of them without even a dial adjustment! Copease 
Aircraft Engineering Company has in- protection for both transfer of earnings i aia of pence, ep tage te eye ‘YPing, stencil and spirit duplications, offset : 
creased the scope of their industrial and repatriation of capital. It is de- ; sada Ok oy the original for clarity and neatness. And Copease copies 
pwede as y light. 
health program. ; 1 signed chiefly to combat the initiation ; Avoid expensive mistakes when buying a copying machine. Compare! 
Staffed by senior dental hygienist of multiple exchange rates by some | [ Prove to yourself that Copease copies everything, with a FREE 3-day trial 
students from the Long Island Agricul- foreign governments. : in your own office. For free literature and check list circle number 401 
tural and Technical Institute, the The contract operates simply. For : 
clinic processes more than 1,000 em- example, assume the currency of a | Offices: New York, 270 Park Ave., PLaza 3-6692 » Los Angeles, 
ployees annually. Each patient has his — particular country has a value of 10 i bn St. Anaoven 52000 > bieaaaine 1 Prnibel cities 
teeth cleaned and examined. He also” cents a unit at the time of an invest- 
receives advice from the hygienist on ment. During the course of the invest- * 
better dental health maintenance. ment, the value decreases to 5 cents a Copease 
When indicated, he is told to visit his unit. The foreign government then Dupler 
own dentist for treatment. seeks to block exchange transactions, so 
The clinics run from November to that the investor is unable to get his PHOTOCOPIER *Trademark 
May, two days per week, 9 a.m. to 12.) money out in dollars. Under the terms age ; ; 
. . ; : : (Circle 401 for more information) 
noon and | p.m. to 4 p.m. Employees of his Investment Guaranty Contract, —————————————— iprenerermnn 
are paid for the time at the clinic, and _ the investor recovers 95% of the dollars Learn about Amazing New Off 


are encouraged to attend by manage- 
ment officials. 
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Insurance program protects 
American investments abroad 


An Investment Guaranty Program, 
sponsored by the Federal government, 


he should have received at the reference 
rate of 5 cents per unit (current rate). 

The fee for convertability is one- 
half of one percent per year of the face 
amount of the contract, payable in ad- 
vance. ‘The investor also has the op- 
tion of terminating the contract at any 
time he may wish. 

Expropriation insurance offers pro- 
tection against confiscation of property, 
in case an unfriendly government suc- 
ceeds to power in a country where an 





LEAHY 


and company 


name in 


The first 


paperwork and records management 


and foremost 


— serving corporate clients  na- 


tionally. 





MANAGEMENT 
CONSULTANTS 








337 W. 27TH STREET, NEW YORK I, N. Y. 
LOngacre 4-2070 


58 N. E. SEVENTH ST., MIAMI, FLA. 
9-9018 




























The new Clarin Tablet Arm Chair that folds 
combines table and chair in one. You'll 

be amazed at how many people you can seat 
comfortably in a small office—and give 

each of them table space as well. 

Thus, you can hold those important group 


meetings in almost any office—and arrange it © 


in a few moments. This space-saving chair 
is quality built—gives years of service 
—folds flat to 3-inch depth for fast, 

safe stacking in a minimum of space. 
Foam rubber cushioning if desired. 


Write for full information: 





FOLDS FLAT IN 3 









Clarin Mfg. Co., Dept. 47, 
4640 W. Harrison St. 
Chicago 44, Illinois 














There is a Clarin Steel Folding hate 
New FREE Catalog of complete | 








ENGINEERED QUALITY MAKES THE BIG DIFFERENCE IN FOLDING CHAIRS 











(Circle 484 for more information) (Circle 414 for more information) 
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Electric 
Model LE 


FREE: Handy desk or wall chart of postal 
rates with parcel post map and zone finder. 


~ 





@ PITNEY-BOWES 
= MAILOPENER 


PiTNEY-Bowes, INC., 
4555 Walnut St., Stamford, Conn. Hand 
-.. Originators of the postage meter 

e+» Offices in 94 cities in U. S. and Canada 
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Joe’s the boy with the thick beard and 
tender skin... gets a barber shave every 
morning in the idle interval while everybody 
else in the office sits around waiting for the 
morning mail to be opened! ... It would be a 
good break for the firm, though a bad one 
for Joe, if the office had a MailOpener.. . 
Because everybody could start working on 
time instead of waiting for the mail! And no 
office martyr would have to come in early to 
open it! 

There are hand and electric models for every 
office, large or small. The models, shown 
below, safely, easily trim a hairline edge off 
any kind or size or thickness of envelope... 
open a whole morning’s mail in a jiffy. 
Ask any PB office for a demonstration ... 
or write for free illustrated booklet. 


(Circle #60 for more information) 


5-DAY TRIAL! AL. 
High-speed, simple ten-key operation & 
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People in your business who’ve 
been using adding machines for 
years tell us they’re amazed by 
the Underwood Sundstrand. It’s 
the fastest, easiest machine they 
have ever used. And tests prove it’s 
the most dependable. But you be 
the judge! 


UNDERWOOD 


Y 


UNDERWOOD 


Write on your business letterhead 
to Underwood Corporation, Dept. 
D-11, One Park Ave., New York 
16, N.Y., for a five-day FREE trial 
of the Underwood Sundstrand. 
Use it in your own office on your 
own work with your own opera- 


, tor. There’s no cost or obligation. 


CORPORATION 


Moree 
One Park Avenue, New York 16, N. Y. 


(Circle 477 for more information) 
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insured investment has been made. 
The nature of the protection varies 
with the form of the investment. How- 
ever, investors are compensated in ac- 
cordance with a formula for determin 
ing loss fixed in the contract. 
Whatever the form of the investment, 
the insurance contract will specify a 
maximum dollar amount of protection, 
which cannot later be increased except 
through an amendment covering an 
entirely new investment. The cost of 
this insurance is usually 14 of 1%, but 
may be higher in cases of larger risk. 
There is no fixed form which an in 
vestment may take to be eligible for 
coverage. Some common forms are: 


Equity: The investment may take the 
form of ownership, in entirety or in 
part, of a foreign business organization, 
or it may be direct, as in the case of a 
foreign branch of a U. S. enterprise. 
Loans: A loan may be secured or un- 
secured, provided that the term is no 
less than three years. In the case of 
serial loans, the average maturity fon 
the entire loan must not be less than 
three years. 

Royalty Agreements: It can be a 
licensing arrangement which includes 
the use of patents, processes, and tech- 
niques in exchange for royalty pay- 
ments. The investment may also be an 
arrangement for leasing equipment. 


The investment contribution for any 
of these forms may be of cash, materials 
or equipment, patents, processes or 
techniques, or services. If cash is in- 
vested, it must be dollars or credits in 
dollars. It can also be foreign currency 
purchased with dollars for the purpose 
of the investment, or currency which is 
freely transferable. 

Materials or equipment must be of 
dollar origin. Patents, processes, or 
techniques are eligible for insurance 
because of the desirability of encour- 
aging the spread of advanced _ tech- 
nological methods to other countries. 

In order to be eligible for coverage, 
the investor must be a U. S. citizen, or 
the company must be created under 
United States law, and majority-owned 
by U. S. citizens. 

At the present time, epplications are 
being handled by the International 


Safeguard Your 
Business Secrets 


Now you quickly and easily destroy 
confidential papers and obsolete 
records right in your own office. 


NEW SHREDMASTER 


Bantam 10 


Portable shredding machine designed 
\ especially for office use, the size 
. and weight of a business typewriter! 
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4 YOUR CONFIDENTIAL § 
+ PAPER Re HERE. 
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The only office paper 
shredding machine that 
destroys confidential pa- 
pers quietly and cleanly. 
Greater capacity, speed , 
and safety than ever be- 5 
fore! Compact, modern ®& 
design. Exclusive slanted 
gravity feed speeds shred- 
ding of paper in multiple 
thicknesses, tickets, cards, 
coupons and labels. Any- + 
one can operate the F R E E e 
Bantam 10. Safety throat Illustrated descrip- 
assures protection. Priced tive folder in- 
well within the budget of cludes 10 day free 
all businesses, large or | trial details. Write 
small. “BANTAM 10” on 
Manufacturers’ guarantee. | your letterhead or 
Authorized dealers in | postcard, and mail 
most cities. today to: 

















UNREADABLE SHREDS ® 
COME OUTHERE. 4 
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‘Sie SHREDMASTER @..,/. 


Manufacturers Of The Most Complete Line Of 
Office And Industrial Shredding Machines! 


A Division of Self Winding Clock Co., Inc. 


209 Willoughby Avenue 
Brooklyn 5, N. Y. 


Priceless Security at Low Cost 


A new type of office machine, the 
Shredmaster Bantam 10 portable shred- 
ding machine, quickly and effectively 
destroys confidential office records and 
correspondence. You eliminate danger of 
vital papers falling into hands of un- 
authorized individuals. 

What makes the Shredmaster Bantam 
10 ideal for office usage is that it is 
attractive in appearance, quiet, compact, 
and streamlined. It plugs in just like an 
electric typewriter or adding machine, 
and is immediately ready to operate. 

Made by The Shredmaster Corporation, 
known throughout the world as the lead- 
ing manufacturers of shredding machines, 
the Shredmaster Bantam 10 can be oper- 
ated by clerks, stenographers, or other 
office help. 

A Free Shredmaster Bantam 10 bro- 
chure is available without charge simply 
by addressing a letter or postcard to 

The Shredmaster Corporation 
209 Willoughby Avenue 
Brooklyn 5, N. Y. 


(Circle 469 for more information) 
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SPIRIT 
DUPLICATORS 


Model 70 
Manually Operated 
















Can Do Sb 
Much For Youl, 


Model 76 
Automatic Electric 

























ma L=w',-1@m Orel ale | 01-100) a-mm oldies amalelalena-tel- 
of sharp, clean copies of anything 
typed, written or drawn . In sO 
little time, with so little effort, at 
such low cost. Sales Letters, Bulle- 
tins, Forms, etc., in up to 5 colors 
from these 


at once simply. flow 


Good Impression.’ 


duplicators. They ‘‘Always Make a 
FREE BOOKLET as | 
TELLS HOW AND WHY 


MAIL THIS COUPON 


THE GED corporation 
1832S. Kostner Ave., Chicago 23, Ill. 


TODAY! 











! 

Please send free booxlet on the Conquerors and com- 
| plete details. No obligation of course. 

Name_ 

| Company. ae 

i Address___ 

. City State 


we oe ee ee ee ee ee ee ee ee ee ee ee ee ee 
(Circle 438 for more information) 
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Cooperation Administration, which is 
a newly formed division of the State 
Department. 

Applicants should include, in a letter 
of application, personal and_ business 
information and a description of the 
proposed project. They should include 
the form and terms of investment de- 
sired, information concerning the for- 
cign concern, and any specific condi- 
tions imposed by that country. Letters 
should be made in quadruplicate. Fur- 
ther information can be obtained by 
writing to the Investment Guaranties 
Division, International Cooperation 
Administration, Washington 25, D.C. 
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Open-shelf filing yields more 
file space; added desk area 


By installing open adjustable steel 


shelving for some of its active files, 


Radio 
gained 30% more floor space. Installed 


Corporation of America has 
at the Engineering Products Division 
plant for filing Purchasing Department 
records, the new system permits easier 
The 


open shelves also ease and simplify 


identification of filing sections. 


the filing operations. 

The installation of open shelves is 
the result of a need to acquire more 
floor space for personnel desks and, at 
the same time, to obtain more filing 
space. At the time the change was first 
contemplated, the purchasing depart- 
ment had 167 four-drawer filing cabi- 
It 
there was no floor space on which to 


nets. needed more cabinets, but 
put them. At the same time, in order 
to work its enlarged files effectively, it 
to accommodate five 


necded — space 
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desks for the filing personnel. 

All of the new shelves are equipped 
with label holders as are the ends of 
every bank of units. Shelves are spaced 
at one-foot intervals. Vertical dividers, 
cover full distance between shelves, and 
clip in at four-inch intervals. 

In the event different shelf or divider 
spacing is needed in the future, the 
one-inch centers for both shelves and 
dividers will permit various alterations 
for filing requirements. In some units, 
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GBC 
Plastic Bound 


FREE! \ 


— 
qualified 
executives 


This handsome, elaborate Manuval—color- 
fully GBC plastic bound—has been months 
in preparation and is one of the most 
expensive and idea-stimulating books ever 
offered for selected distribution. Illustrates 
the many advantages of the modern GBC 
Binding System...increased efficiencies 
...savings in time and money...greater 
prestige, readership, and life for catalogs, 
reports and presentations. Pages lie flat— 
turn easily. You and your staff will want 
to examine this informative manual. Send 
for your FREE copy today. Supply is limited. 


GENERAL BINDING CORPORATION 
812 W. Belmont, Dept. MM-10 Chicago 14 
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Name 
Position 
Organization 
Address 
City 


Pay 


omitted in the more- 
difficult-to-reach top shelves to allow 
the full area to be used for storing 
paper and other office supplies. 

When the job was completed, RCA 
had gained 336 extra square feet of 
floor space. This allowed the Purchas- 
ing Department ample room to move 
in five more desks for filing clerks. 


dividers were 


Even more important, the shelving 
provided the additional filing space 
RCA feet, 


or the 


had sought—256 











NOW. . offered to you for the first time 


o new 
« DRAMATIC oo 
«5 uuten DELUHE ge MANUAL 
an bind all 9785 OF MODERN 


PLASTIC 
AND 
LOOSE-LEAF 
BINDING” 
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Please send me my FREE “Manual of 


Modern Plastic and Loose-Leaf Binding‘’ | 
understand there is no cost or obligation. 





General Binding Corporation 
812 West Belmont Avenue 
Dept. MM-10, Chicago 14, Illinois 
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TWO WAYS TO GET FASTER FIGURES 


These work-saving, time-saving office machines 
simplify work and speed results 


COMPTOGRAPH 


The all-new, all-electric Calculating-Adding Machine 


Figures faster than you think. Adds, subtracts, 
multiplies and even divides. Unusually quiet, 
super fast at 202 printings per minute. Visi- 
Balance Window automatically shows debit or 
credit balance. Compact keyboard, scientifically 
grouped, eliminates lost motion. Backspacer 
wipes out improperly indexed figures. 





COMPTOMETER 


The world-famous Adding-Calculating Machine 


Floating touch for faster work. Direct-action 
for instant answers. Three-way control pro- 
tects accuracy—signals the operator by sight, 
sound, touch. Electric and non-electric models. 
Get a demonstration on your work—of either 
the Comptometer® or the Comptograph—look 
up the Comptometer representative in your 
Yellow Pages or mail the coupon. 


FELT & TARRANT manuracturins COMPANY 


1712 N. Paulina St., Chicago 22, Ill. 


Gentlemen: Without cost or obligation— 
| want more information 
Please arrange an office demonstration 
Please arrange for a free office trial 


|} Comptograph ‘‘202” 
] Comptometer 
Name 
Company 
Address 
City Zone State 


The COMPTOMETER® DICTATION MACHINE is also a product of Felt & Tarrant Mfg. Co. 
Offices in principal cities and throughout the world. 





(Circle 428 for more information) 


equivalent of 125 file drawers. ‘The 
shelving provided the extra space since 
it permitted expansion of the files up- 
ward to the ceiling, rather than out- 
ward, across the floor. 

There were two possible difhculties 
which RCA feared might develop: 
1) the shelving would be a dust col- 
lector; 2) the possible inconvenience 
in filing and removing papers from the 
upper shelves. The fact that the files 
are in active daily use prevents dust 
from collecting. Both file drawers and 
shelves require occasional vacuuming 
along with the rest of the office, but 
the shelves do not provide a catchall 
for unfiled papers, hats, coats, umbrel- 
las, old coffee containers, and other 
miscellaneous matter. As for height, 
RCA has placed supplies and seldom 
needed files on the top shelves. By 
using safety ladders, access to these top 
shelves is simple and quick. 
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Bulletin board notes long-time 
employee service anniversaries 


Recognition of service is observed 
in a unique fashion at the New York 
othce of Sears Roebuck and Company. 
A bulletin) board with anniversary 
plaques and photographs of employees 
marks five-year increments of service. 
hese are posted each month as anni- 
versaries become due. 

This unusual technique is only part 
of the company’s recognition for long 
service. Emblems (pins for female em- 
ployees and buttons for males) are pre- 
sented every five years to mark the fifth 
through forty-fifth anniversaries. 

A tickler file is constantly main- 
tained on all employees. Prior to an 
employee's anniversary date, the em- 


blem is sent to his supervisor or de- 
partment manager for presentation. A 
congratulatory letter from the Person- 
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nel Manager is mailed to each em- 
ployee at his home address. 
Employees more 
years of service receive congratulatory 
letters from Sears’ President, F. B. Mc- 
Connell. Employees who observe anni- 


observing 25 or 


versaries also find their pictures in the 
current issue of the New York Office 
newspaper, “Echoes from NYO.” 
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Survey shows employee 
reaction to film discussion 


Through the visual impact of the 
motion picture, coupled with a group 
discussion session, such business con- 
cepts as depreciation, capitalization, 
and “plowing back’’ profits were made 
more readily understandable to em- 
ployees of Westinghouse Electric Cor- 
poration. In addition, Westinghouse 
what 
makes the American economy operate. 


employees enjoyed learning 

These are a few of the significant 
disclosures of a survey conducted by 
Opinion Research Corporation — to 
learn Westinghouse employee reaction 
to a 45-minute film entitled “It’s Your 
Decision,’ a realistic account of the 
day-to-day problems which business 
managers often face. 

At a crucial point in the film, the 
movie throws the unanswered prob- 
lems to the audience. At this point, em- 
ployees participate in a discussion in 
which they make the final decision. 

Out of approximately 100,000 West- 
inghouse employees who saw the movie 
and took part in the discussion, 1,185 
were interviewed at five company loca- 
tions. On the basis of these interviews, 
it was pointed out that the program 
had been effective in increasing em- 
ployee knowledge on many important 
points. For example, on the role of 
competition in the economy, 71% of 
employees said that consumers influ- 
ence prices and that companies do not 
set them where they please. Before the 
meeting, 63°% held this view. 

Eighty-five percent said the meeting 
gave them a better understanding of 
how our business system functions, and 
87% stated that they would like more 
meetings of this kind. 
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The man who said “the little things are the big things” must have had 
business forms in mind. It’s surprising what the right form, or the right 


system, can do for a company. A case in point is the pharmaceutical 


house that recently corrected a troublesome invoicing system. There 


are ideas here that will help any invoicing system... in fact, any of the 


9 key operations of business, as the people at Moore describe them.* 








The Old System 


A master plate was used to prepare 8 
copies of each invoice. There were 
several unfavorable aspects to this 
method, among which were 


Cost: This was the most important 
disadvantage. Each invoice cost a little 
over 1114 cents to produce (counting 
only the master, the run-off paper, and 
the machine and labor costs) ... with 
160,000 orders processed each year, 
this cost mounted up! 


Storage: 4 out of the 8 prepared 
copies were used only once, then filed. 


Appearance: The master plate often 
became smudged and dusty through 
storage and had to be remade to pre- 
pare presentable customer copies. 


Processing: Each in- 
voice copy had to be 
dated; 2 customer cop- 
ies stapled and sent to 
A the mail room. This 
~ handling method was 
slow and inefficient. 





The New System 


The company decided to do something 
about speeding up their invoicing... 
so they called in a representative from 
Moore. Like a lot of men from that 
organization, the Moore man ap- 
proached the problem with a fresh and 





creative viewpoint. In examining any 
operation, he kept asking “Why?” 


*At Moore Business Forms, they break down the operations 
of business into: Buying, Receiving, Stockkeeping, Produc- 
tion, Selling, Delivery, Billing, Collecting and Disbursing. 








The final result was described by the 
company as “an astounding improve- 
ment that had a chain reaction like an 
atom bomb!” One improvement auto- 
matically led to another, and still an- 
other, in succession. 


THE FORM 


4-part Moore Speediset with 
copies as follows: Customer, 
Commission, Tabulating, 
Accounts Receivable. 


Savings and Gains 


The big change was a reduction in 
number of copies from 8 to 4. Further- 
more, a multi-copy invoice became a 








multi-use invoice. The Moore Speedi- 
set designed as the system’s backbone 
brought unit cost from 
1114 cents down to a 
little over 114 cents. 
Overall saving, through 
various system changes, 
amounted to more than 
$15,000 a year. 








“COSTS 


160,000 invoices 


Invoice Sets *2769 
Other Forms 264 
0 





COSTS 


160, 000 Invoices 
Imvoice Sets* 7110 
Paper 2,170 | p, per 
Machine 1800) Machine 0 
labor 7500 | Labor 3033 


Total *18580| Saving'15547 \ 

















The system made smooth work-flow 
possible, with desk duties outlined for 
each clerk; desks were rearranged to 
facilitate handling; man-hour savings 
were realized. If you would like to 
read more details on this improvement, 
write Moore for System Survey A-XX, 
or just fill out the coupon and mail it 
to the Moore office nearest you. 
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MOORE BUSINESS FORMS, INC., Dept. MM-2 
Niagara Falls, N.Y., Denton, Tex., Emeryville, Calif. 


Please send me more details on the invoicing system described. 


Title 











In an Art Natal SPEED-FILE 


@ ONE SIMPLE MOTION pers any drawer 





while contents slope back automatically 


@ THE ExcLUSIVE EXPANSION BaAcxK in Art Metal Speed-Files puts file folders into normal working 
position as soon as a drawer is opened. No compressors to release and |re-set. A third of the 


operations required with conventional files are eliminated .. . filing is 33% faster ! 

















@ 15% MORE FILING CAPACITY 
is at your service in an Art Metal Speed-File, 
because every inch of space is available for 
filing. With no space-stealing compressors 
or mechanical parts inside the drawers, you 
get four more working inches per drawer 

. more than half a drawer extra in 
a five-drawer cabinet. 


@ THE WORLD’S BEST FEATURES AND CONSTRUCTION MAKE SPEED-FILES 


the world’s best value in filing equipment 


Distortion-proof frame 
Case is tenoned, welded and doubly-reinforced to hold 
its shape. Drawers cannot sag or sway. The flush, welded 
box tops will not bend or ‘‘wave.” 


One-piece base construction 
Dust-tight, vermin-proof protection. 


Rugged ali-weided drawer body 
Built for extra years of hard day-to-day use. No extra- 
neous parts — no maintenance. ' 


© 1985. M.c. CO. 
TRY THIS REVOLUTIONARY FILE 


in your office. Your Art Metal dealer or branch office 
will gladly arrange this. Just telephone when you are in 
the market for modern filing equipment. Look in the 
“Yellow Pages’’— or write us. 


ART METAL CONSTRUCTION COMPANY 
JAMESTOWN 4, NEw YORK 


Full accessibility 
Back of drawer extends beyond the front of the case... 
makes the last folder as easy to file as the first. 


Smooth, quiet operation 
Side arm ball-bearing roller suspension makes fully- 
loaded drawers slide quietly with finger-tip effort. 


Standard-height drawers 
Speed-Files take standard folders and guides. Contents 
are interchangeable with conventional files. 


For 67 years 
the hallmark 


=, 
= =| of the finest 
SS in office 
equipment 


and systems 





GENERAL OFFICE AND EXECUTIVE DESKS + CORRECT-SEATING ALUMINUM OFFICE CHAIRS - FILING EQUIPMENT + WABASH FILING SUPPLIES - POSTINDEX VISIBLE INDEX CABINETS AND SYSTEMS 


(Circle 410 for more information) 
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Expert outlines procedure 
to lengthen life of stencils 








Mimeograph stencils will last indefi- 
nitely if the openings caused by the 
impact of typewriter keys or a stylus 
are kept clear, according to A. P. Hyde, 
applications development manager of 
The A. B. Dick Company of Chicago. 
He outlined the following four-step 
procedure for filing: 

1. Make a copy from the stencil on the 
file folder or wrapper by running the 
folder or wrapper through the dupli- 
cator as the last item of a run, or by 
placing it on the mimeograph ink cyl- 
inder by hand and gently rubbing it. 
2. Wash or blot the stencil to clear its 
openings. When water soluble inks are 
used, wash with cold water in a stencil 
washer. Absorbent wrappers are avail- 
able for filing stencils that have been 
used with oil-based inks. These wrap- 
pers blot the ink from the openings. 

3. Lay stencils flat in their file folders. 
4. Attach identification tabs on the 
head of the stencils. 

A convenient way to file used sten- 
cils is to place them flat in a cardboard 
file box which flaps open at the end. 


SA 
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New literature of 
interest to management 








PROTECTED PROFIT PROGRAM 
THROUGH FACTORING 


A new booklet completely details the 
operation of a factoring program. It ex- 
plains how to increase volume, and de- 
crease costs through a modern _ profit- 
building program. 


For a free copy, circle number 
544 on the Reader Service Card. 


SAFETY PRECAUTIONS AGAINST 
HURRICANES, TORNADOES, AND STORMS 
In a pamphlet just published, the Na- 
tional Board of Fire Underwriters lists 
the precautions that should be taken to 
prevent needless loss of life and prop- 
erty damage from hurricanes, tornadoes 
and storms. 


For a free copy, circle number 
543 on the Reader Service Card. 
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THE MANAGEMENT METHODS 


work 
center 


“>. . men and machines 
don’t work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
| traffic control, and ade- 


quate lighting, and proper 


communications — and 





| even creature comforts 





are properly integrated.” 





“integrated office 
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What management should know about 
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Customized, ready-made steel structures save $150,000 in new quarters of Lenox, Inc. 


me When a company de- 
cides to put up a new building, it is 
usually because the need for the facility 
has become urgent. Management wants 
the new structure in a hurry, and it 
wants the building at the lowest pos- 
sible cost. At the same time, it insists 
on structural dependability, efhcient 
design, and good appearance. 

A new construction principle has 
been developed to provide most of 
these requirements. Paradoxically, it 
has also produced huge savings. The 
principle is called “standardized con- 
struction.” ‘This means simply a 
ready-made steel structure designed and 
mass-produced by engineering special- 
ists—and capable of being easily modi- 
fied to fit individual needs. The saving 
is in the skeleton—not the trimmings. 

These buildings should not be con- 
fused with what is normally called 
“pre-fab.” | Mass-produced structures 
will pass the severest building code 


stipulations, and stand comparison for 


durability with the best custom- 


designed building made. In the early 
days, most of the pre-made buildings 
were relatively small and simple struc- 
tures, with corrugated steel facing, for 


warehousing and general utility. To- 
day, you'll find “standardized construc- 
tion” in huge, sprawling factories and 


offices of all kinds. (next page, please) 


Good flooring and modern appliances transform standardized building's office into ideal work center. 


— 
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you'll find GLOBE-WERNICKE office equipment everywhere ! 


MANUFACTURERS OF THE WORLD'S FINEST OFFICE EQUIPMENT, SYSTEMS, AND VISIBLE RECORDS 
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The most advanced metal office desk in America— 
that’s the perfect description of the famous G/W 
Streamliner Desk. It’s the popular choice of dis- 
criminating executives and professional people 
who want only the best. As handsome in the ex- 
ecutive suite as in the general office, the Stream- 
liner is engineered for maximum work output... 
designed for complete comfort and ease of opera- 
tion. Streamliner desks and tables are available in 


Ey 





76 different models with a wide selection of beau- 
tiful colors. Such advantages as nylon drawer 
glides for silent sliding, complete sound insula- 
tion, and the quiet, easy operating Arc-Swing 
typewriter mechanism make the G/W Streamliner 
the most adaptable desk for your needs. For a 
complete demonstration see your G/W dealer. 
He’s listed in the “Yellow Pages” of your phone 
book under “Office Furniture”. Or write us direct. 


we oPRPE-WEBSN 2a es 





CINCINNATI 12, OHIO 


(Circle 430 for more information) 








Why ready-made structures? 


Economy is undoubtedly the prin- 

cipal attraction. Estimates of monetary 
Savings over conventional construction 
range from about 20% or 30% to as 
high as 40% and 50%. Savings, though, 
are hard to pin down to a specific 
figure because of the intangible factors 
that are always present. 
i The biggest intangibles are repre- 
‘sented by the time and money saved 
‘during the planning stage (the fin- 
‘ished drawings for the pre-made struc- 
tures provide an easy starting point for 
lmodifications, where needed), and in 
getting earlier use of the new building. 
The specific financial gain, resulting 
from putting a much needed factory 
into operation months ahead of sched- 
ule, is speculative. Also the time saved 
by top management executives on pre- 
liminary consultations is made possible 
by the catalog, estimates, and drawings 
quickly furnished by the standardized 
building fabricators. 





An example of savings 

An important firm which saved 
time and money by standardized con- 
struction is Lenox, Inc., one of Amer- 
ica’s foremost makers of fine chinaware. 
They opened a new $3,500,000 factory 
at Pomona, New Jersey, last year. 

Structurally, it represents an engi- 
neering achievement. Modern stand- 
ardized construction was combined 
with conventional methods to yield the 
optimum in economy, efficiency, and 
attractive appearance. Utilization of a 
154,000-square-foot steel framework, 
produced by Luria Engineering Com- 
pany, by itself, resulted in a saving of 
$150,000, and at least three months of 
precious construction time, according 
to H. F. Everett and Associates of 
Allentown, Pennsylvania, architects. 

When it became apparent that the 
postwar boom at Lenox was to be per- 
manent, and that its long-established 
factory in Trenton could not keep pace 
with demand, the company laid plans 
for extensive plant expansion. ‘The 


» 
, 


program called for: 


|. Facilities to double output. 

2. Fastest construction since delay would 
be costly in terms of unfilled orders. 

3. A modern plant for maximum mech- 
anization and efficiency. 

4. Economy of construction cost. 

5. Structural design that would allow for 


methods 














Shipping 


future expansion. 
6. A location close to an adequate 
source of skilled labor supply and with 
good shipping connections. 

All objectives of the program were 
reached by Lenox last year when it 
opened the new factory on a 50-acre 
landscaped site. It consists basically of 
a one-story, 152,000-square-foot, stand- 
ardized steel structure, and an adjoin- 
ing 12,500-square-foot, one-story office 
building structure. 

The plant is 720 feet long, which 
makes it longer than a couple of city 
blocks. Its 200-foot width consists of 
four clear-span bays of 50 feet each. 
The length of the structure is ideally 
suited to Lenox’s production flow, 
which proceeds step by step from the 
raw material receiving section at one 
end to the decorating department at 
the other. The clear spans provide 
long portions of column-free interior, 
thus making possible maximum efh- 
ciency in materials handling and in 
layout of kilns, machines, and manu- 
facturing equipment. 

The saving of $150,000 by the use of 
the rigid steel framework approximated 
$1 a square foot on the 152,000 square 
feet main 


covered by the factory 


Total construction cost, in- 


building. 





and receiving area of the plant occupies entire 200-foot side of factory building. 


cluding the office wing of 12,500 
square feet, was $1,750,000. The bal- 
ance of the final expenditure of 
$3,500,000 represented outlays for 
kilns, machinery, and other equipment 
in the factory and office. 

The framework was fabricated, in 
advance, from heavy, rolled-steel mem- 
bers. The structural components were 
pre-welded, which made erection a 
simple matter of bolting the steel 
units. Elimination of riveting and 
welding on the site cut the manpower 
requirement sharply and reduced the 
amount of time needed for completion. 


In designing the new Lenox plant, 
strong consideration was given to 
future expansion needs. The resultant 
layout provides a rear wall, running 
the length of the plant, which can be 
knocked out with a minimum of effort 
and expense. With this wall removed, 
a duplicate of the present 152,000- 
square-foot plant can be erected speed- 
ily and at relatively low cost. As a 
matter of fact, sufficient land is avail- 
able to allow for several duplicates to 
be constructed in the future, according 
to the architects. 

For more information, circle number 
548 on the Reader Service Card. 





Production lines travel the 720-foot length of the building in each of 50-foot wide clear spans. 
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No painting—no redecorating. These natural birch Weldwood Movable Partitions need only an 





occasional waxing to keep them gleaming like new indefinitely. Jackson Heights Saving & Loan 


Assoc., Jackson Heights, N. Y. Arch: 
Assoc.) Dealer: Simon Ventilighter Co., Inc. 


La Pierre, Litchfield and Partners (Alfred Hopkins and 


Now — real wood partitions for 
offices on-the-move! 


Now with Weldwood Movable Partitions 
you can have all the beauty of wood panel- 
ing combined with the flexibility of movable 
partitions, 


Switch offices overnight if necessary! 
Unique Weldwood partition construction 
locks panels together like a solid wall yet 


f 





For permanent offices new Weldwood Plank- 
weld paneling offers unusual beauty as well as 


savings in labor and material costs. And it’s 
guaranteed for life! Natural oak Plankweld 
pancling in conference room of John A. Johnson 
& Sons, Inc., Brooklyn, N. Y. 


Weldwood 


allows quick and easy rearrangement 
whenever you say. 


Save up to 50% in installation costs be- 
cause Weldwood Partitions are extremely 
simple and have few parts; they can even 
be installed by your own maintenance 
crew or complete installation service can 
be provided, 


Dual-purpose partition core made of 
patented Weldrok® is fire-resistant and 
acts as an efficient sound barrier. It ab- 
sorbs office noises twice as effectively as a 
2 x 4 stud partition with metal lath and 
plaster on both sides. 


Beautiful wood partitions in stock are 
walnut, natural birch and Korina®; ma- 
hogany, oak, maple, elm and other fine 
woods are available on special order. 


Like to know more? Ask your architect 
(he'll find all specifications in Sweet’s 
Files) or write for descriptive brochure 
and name of nearest distributor to United 
States Plywood Corp., Dept. MM-10-5, 
55 West 44th Street, New York 36, N. Y. 


MOVABLE PARTITIONS 


A Product of UNITED STATES PLYWOOD CORPORATION 
World’s Largest Plywood Organization 
(Circle 478 for more information) 
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HAUSERMAN MOVABLE WALLS 


Save $15,850 in 9 Years 


FOR HARRIS-SEYBOLD COMPANY 


Consistent growth of Harris-Seybold Company, one of the nation’s 
largest printing-equipment makers, has required many office additions. 
By using Hauserman Movable Walls since 1946 at its general offices 
in Cleveland, the company has saved $9,225 over the cost of rearrang- 
ing so-called permanent walls. 


This movability can produce savings when least expected. For instance, 
when Harris-Seybold moved a 15-ton air-conditioning unit into one area 
last summer, interior office walls had to come down. Fortunately, they 
were Hauserman walls ... and the job was completed in one weekend. 


Harris-Seybold has also saved $6,625 in maintenance costs, because 
Hauserman’s exclusive lifetime finish eliminates the need for repaint- 
ing. Routine soap-and-water washings keep Hauserman walls looking 
like new. Visit a Hauserman installation near you. See how Hauserman 
“extra quality” can mean extra savings for you, too. 


Vauserman 
MNtovable Qritriors-~ 


Provide Earlier Occupancy + Fire Resistance » Sound Control + Utility Access 
In Offices + Laboratories » Hospitals - Industrial Plants 






THE E. F. HAUSERMAN COMPANY 
7355 Grant Avenue * Cleveland 5, Ohio 


Please send your free booklet to: 
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THE MAN 
Craig R. Sheaffe) 
Chairman of the Board 


THE COMPANY 
The Sheaffer Pen Company 


THE OFFICE OF Craig R. Sheaffer, 
chairman of the board of the Sheaf- 
fer Pen Company, was designed to 
take advantage of the natural scenic 
beauty of the Mississippi, as well as 
to provide a utilitarian and func- 
tional office for the board chair- 
man of the company. 

The office occupies 480 square 
feet of space adjoining the offices 
of the executive vice president, the 
president, and the other top ex- 
ecutives of the company, and pro- 
vides a conference area for this 
group. Six large picture windows 
along the east and south walls of 
the office afford a spacious view of 
the Mississippi River, just a stone’s 
throw from the plant, and, at the 
same time, provide an abundance 
of daylight for proper lighting. 


where they 


THE OFFICES 











Since the board chairman’s office 
is frequently used for meetings, spe- 
cial consideration was given to 
climate treatment of the office. Air 
conditioning units have been re- 
cessed in the exterior walls of the 
office and the units are equipped 
with controls which permit  in- 
dividual regulation of the tem- 
perature in winter as well as in 
summer. Noise is minimized 
through the use of suspended min- 
eral acoustical ceiling tile, linen 
draperies, and wool and nylon wall- 
to-wall carpeting. 

Opening off the north wall of the 
office is the board chairman’s pri- 
vate rest room, complete with lava- 
tory and adequate closet space for 
the storage of clothing. 

Furnishings follow the tradi- 
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tional line for executive office fur- 
nishings. Upholstered chairs in 
dark blue leather are used in com- 
bination with a light blue-green 
Lawson sofa which divides the con- 
ference area from the rest of the 
room. The desk is a classical piece 
of craftsmanship embodying the 
use of fine grain walnut set off by 
intricately carved scrollwork along 
the top and bottom of the desk. A 
long walnut table at the north end 
of the room serves a two-fold pur- 
pose. It can be used as a work table 
to display blueprints, financial 
statements, advertising layout, or as 
a conference table, enabling the 
board chairman to hold meetings of 
small groups within his office with- 
out the necessity of adjourning to 
the board room. m/m 
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The Quiet Man” 





ee the coffee-break in your control 


No revolver in sight—but 
he’s staging a hold-up, in terms 
of lost production time. This 
doesn’t have to be the case. 
Rudd-Melikian’s Kwik-Kafé 
system provides management with 
real control of the “‘coffee-break”’, 
and makes it build, not break 
down, worker efficiency. 


Employees take their ‘‘coffee- 





® 


CREATQRS OF 


break”’ right in the office or plant, 
without leaving their work area, 
and lost time is cut to the mini- 
mum. Rudd-Melikian, Inc., leader 
in the field of ‘‘coffee-break’”’ 
control, installs and services 
dependable dispensing machines 
that supply delicious Kwik-Kafé 
coffee and leading soft drinks at 
no cost to management. 


RUDD-MELIKIAN, INC. 


AN INDUSTRY 


(Circle 466 for more information) 


There is a Rudd-Melikian dealer 
in most principal cities. Contact 
him, or write direct to us. 






You don’t have 
complete con- 
trol unless 
you have 

K wik-Kafé. 


Rudd-Melikian, Inc. 
Jacksonville Rd. above County Line Rd; 
Hatboro, Pennsylvania 


Gentlemen: 

|_| Please show me how to control 
the "“coffee-break"” with R-M 
dispensers. Booklet MM 3. 
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"Let's throw some light on the subject !” 


In 
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Mr. Office Manager: This is the service for you! 


Clean cotton towels, smocks, and office coats add to 
everyone’s comfort and health—increase working 
efficiency. That’s why leading establishments subscribe 
to linen supply service. You have no investment, no 
inventory, no maintenance. Everything is furnished 
and serviced by your local linen supplier, at low cost. 
Dependable delivery and pick-up maintain a continuous 
supply of your exact linen requirements—large or small. 
Call your local linen supplier today. He’s listed in 
your classified directory under LINEN SUPPLY or TOWEL 
SERVICE. 
*I'm “lighting” the way for your employees and visitors 
in the October 8th issue of the Saturday Evening Post! 
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js Unusual desk pro- 
pebSel2 vides conference 
ss0:¥-™ table for lawyers 


A triangular desk with concave sides 
provides a unique consultation table 
for members of the legal department 
of the Interstate Motor ‘Transport 
Corp. When the desk is not in use as 
a three-place conference table, two of 
the places are used as regular desks 
for the department lawyers. 

The design of desk-conference 
table developed out of the actual work- 


the 


ing relationship between the two law- 
yers. They are constantly required to 
work in close collaboration, either in- 
terviewing a third person, or discussing 
and working jointly on a single prob- 


lem. However, the large central area of 
the desk, and the angle of the two 
lawyers’ chairs, cuts down face-to-face 





ABOVE: Triangular desk designed by Louise 
Shiffer and Leonard Sheer has concave sides for a 
three-place conference table. BELOW: Two of the 
places used as regular desks for closely collabo- 
rated workers leaves remaining place for visitor. 





visual distraction. It even permits the 
men some measure of privacy and al- 
lows for individual efforts. 

The desk-conference table is the cen- 
tral furniture piece in the room. It is 
finished in natural walnut, and cov- 
ered in natura! leather. The chairs and 
wall cabinets are similarly designed 
to provide the room with a comfortable, 
home-like atmosphere, as well as a 


methods 
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functional appearance. Directly above p 


the desk, designer Louise Shiffer has | ee! q AETNA STEEL PRODUCTS CORPORATION 
placed a modern three-light drop fix- | are Arnot-Jamestown Division 


ture to supplement the light from two | 730 Fifth Avenue, New York 19, N.Y. 
fluorescent fixtures. 
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Snow melter Firm Name 





pays for itself Address 
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in one winter Dec ————S City Zone State 
MAIL COUPON 
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soon St mh SDDS SSD So 
It took just one winter’s operation for colorful brochure show- 
for snow-melting equipment to pay for | ing installations and index- 


itself at one American Brass Company 
plant. Installed on a ramp outside the 
| receiving-shipping rooms, savings re- | Arnot Modular System 
| sulted from the elimination of damage 
to walls and doors by trucks sliding on 
ice, and damage to pavement resulting 
from spinning wheels using link-type 
chains. Savings have more than 
equalled the equipment cost of $3,360. 

The installation covers an area of 
2,800 square feet. It replaces an or- 
dinary power-driven snow plow as the 
principal snow-removing device. The 
network of underground tubes also 
boasts an efficiency advantage over the 
snow plow method which was unable 
to remove thin layers of ice. 

The system circulates hot water 
through copper pipes in the pavement. 
This requires a heat exchanger in a hot 
water or steam system, and a circulator. | 
The hot water for snow melting has 
its freezing temperature lowered by the 
addition of ethylene glycol, such as that 
used in automobile radiators. 

According to the manufacturer, re- 
cent developments show that the prin- 
ciple of radiant heating cam be incor- 
porated into this system. The previous 
practice was to use relatively large pipes 
such as 1” or 114” on 12” or 15” centers, 
buried from 2” to 3” below the surface 
of the pavement. This had the undesir- 


ing the components of the 





With Arnot Partition-ettes,*? Office-ettest{ and interchangeable furniture 


components, you can set up one or one hundred offices to meet your varied work 





requirements. Arnot flexibility makes it possible for you to save floor space, and 


at the same time, to tailor-fit the work-station to the worker. If your office is 





obsolete and inefficient, if you are paying rent for wasted space, then you must 
see revolutionary free-standing Arnot Partition-ettes, modular furniture and 


Office-ettes. Visit your local Arnot dealer or fill out the above coupon. 


AETNA STEEL PRODUCTS CORPORATION 

ARNOT-JAMESTOWN DIVISION 
The copper pipes shown below are installed under- 730 Fifth Avenue, New York 19, N. V, 
neath the concrete, Hot water circulating through 


the pipes melts any surface snow. Manufactured in Canada at Port Credit, Ontario 
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h new Way Of life in af office with e 
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Have a Space Problem? 


Guy “Correlation” 


for Complete Integration! 





If space control is a problem in your office... and 
you’re not satisfied with the ‘‘work shop’’ appear- 
ance of most modular office furniture, then here’s 
exciting news for you! 

Steel Age has combined the traditionally superb 
quality and styling of fine steel office furniture with 
a new design that permits complete flexibility and 
integration. It’s the great new Correlation Line! 

And look what Correlation enables you to do: 
1. Create dozens of types and sizes of correlated, 
space-saving work stations, quickly and easily. 

2. Adapt individual desks to new job or space de- 
mands, because tops, pedestals and end panels are 
completely interchangeable. 

3. Enjoy the convenient new 30’ depth and such 
exclusive Correlation features as whisper-quiet nylon 
roller storage drawers and your choice of over 50 
stimulating new Steel Age color combinations of 
finishes and desk top materials. 


CORRY-JAMESTOWN MFG. 
Branch Offices: Atlanta e Boston e Chicago e Dallas « Detroit « New York e Oakland e Philadelphia e Seattle 


























Office of Owens-Corning Fiberglas Co., Newark, Ohio. 


Steel Age Correlation units actually cost less than 
most conventional steel desks! The Correlationsystem 
of office integration is described and illustrated in 
our full-color brochure No. 500A. Ask your Steel Age 
Dealer for a copy...or write directly tous. 











The Quality Choice of Modern Offices”’ 


3000 Line Desks * Correlation Line Desks ¢ 1000 Line Desks 
Grade "A" Files * Commercial Grade Files * Corrian Files 
Grade “A” Counter Units ¢« Removable Tray Files 
Storage Cabinets and Special Purpose Units 











coge., €GREY 12, FPA. 


(Circle 418 for more information) 





able effect of producing furrows in the 
ice or snow when the system was first 
turned on, and sometimes retaining 
these furrows in very cold weather. 

The new technique calls for the use 
of smaller diameter pipes placed only 
2” below the surface with a 7” spacing 
between pipes. The depth of bury 
should be as small as possible. ‘The 2” 
depth is the safest, but if loads on the 
pavement are light and the concrete is 
strong, it can be reduced to 1”. 

The cost of the operation varies de- 
pending on equipment. Where exhaust 
steam is available for the heat ex- 
changer, the cost is hardly noticeable. 
Even with low pressure steam and hot 
water, the added load is of no great 
consequence because the need for snow 
melting seldom occurs on cold days 
when use of inside steam is at a peak. 

In simple figures, 100 Btu will melt 
1” of snow in | hour. The cumulative 
snow may amount to 60” in one winter. 
One pound of steam equals roughly 
950 Btu, and the cost per pound is 
$.00085. ‘The price per square foot is, 
therefore, $.00537 per year. 

For more information, circle number 
545 on the Reader Service Card. 


100% expansion 
provided for | 
in new plant 


In order to provide for 100°, produc- 
tion expansion as the plant filled up, 
increased space was allowed for all de- 
partments in the new Long Beach, 
California plant of the Grayson Con- 
trols Division of Robertshaw-Fulton 
Controls Company. Each department 
has a vacant area which provides a 
built-in expansion feature. This space 
is not being utilized at the present time. 
This is true not only for the Produc- 





tion Departments, but also for the Of- 


This functionally designed shop allows for future 
expansion by providing extra space in extreme 
rear of area. Space is not yet utilized. 
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fice, Maintenance and Service Depart- 
ments in the plant. 

The plant is laid out for a U-shape 
production flow. Goods are received at 
the one end of the plant, flow directly 
into the processing machines in a 
straight line, and are stored relatively 
near the machining and assembly oper- 
ations. Machined parts are distributed 
as required across the plant to the as- 
sembly departments and flow on a re- 
turn trip back down and adjacent to 
the point of origin to the Shipping 
Department. Processing machines and 
equipment fill the first bay of the main 
plant; the sub-assembly and final as- 
sembly lines fill the third bay. The 
center bay is reserved for the supply 
and storerooms, mechanical mainte- 
nance departments, electrical mainte- 
nance departments, tool and die de- 
partments, and the compressor room. 

Provision has been made for expand- 
ing both the production line area and 
the machining area from 40% to 50% 


: oO? 


as well as to provide for production of 
a wider variety of products. This, to- 
gether with the better utilization of 
floor space, elimination of inside trans- 
portation bottlenecks, and generally 
better handling of materials, will per- 
mit the company to increase production 
100%. The new plant can accommodate 
2,400 people, and employees are being 
added as production requires. 


Roofing material 
features fire 
prevention factor 


A safer, more economical method of 
roof construction is now available to 
builders. It consists of a corrugated- 
steel concrete roof deck with a one- 
hour fire rating. Entirely practical for 
buildings of every type, the deck re- 
quires no fire-resisting inside finish on 
the steel to qualify for the one-hour 
rating—an important cost-saving fac- 
tor to the user. 

The concrete in the roof deck .con- 
tains a volcanic glass rock, processed 
to form a lightweight, white, non- 
combustible aggregate containing thou- 
sands of tiny sealed air spaces. It weighs 
about 1/12 as much as sand, and has 
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Firemen’s Mutual Insurance Company, Providence, R. I. 
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Cram & Ferguson, Architects 
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Gilbane Building Co., Inc., Builders 


Mills Movable Walls provide space control, 
insure efficiency at Firemen’s Mutual 


Firemen’s Mutual Insurance Com- 
pany was founded in 1854. It is only 
natural that this organization with 
more than a century of know-how 
and experience back of it would pro- 
vide for constant efficiency in the lay- 
out of space in its new headquarters. 
All of the building’s interior walls are 


Mills Movable Metal Walls. 


Mills Walls promote efficiency — 
both present and future. They enable 
you to get maximum productivity 
through the most effective use of space. 
When changes in space requirements 
make new layouts advisable, these 
walls can be taken down, moved and 
re-erected quickly and easily, with a 
minimum of labor and at very low 
cost. Changes can usually be com- 
pletely made overnight or during a 
week end. 


As modern and attractive as they are 
efficient, Mills Walls combine this 


complete flexibility with distinctive 
architectural design and structural 
stability. They are thoroughly in- 
sulated and sound-proofed and pro- 
vide easily accessible lay-in raceways 
for electrical wiring and controls. 


Available in a wide range of pleasing 
modern colors and finishes, Mills Walls 
have baked-on enamel surfaces 
specially treated to eliminate all harsh 
light reflections. They require no 
maintenance whatever except occa- 
sional washing to keep them looking 
always their efficient best. 


THE MILLS COMPANY 
964 Wayside Road, Cleveland 10, Ohio 


- 








Mills Walls can often be moved in a 
matter of hours — without dust, debris, 
commotion or interruption of normal 
business routine. 


Write for the new 68-page Mills 
Catalog—it’s a practical work book 
on Space Control. 


Gj 
MILLS Movable METAL WALLS 
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exceptional qualities of sound adsorp- 
tion, insulation, fire resistance, elas- 
ticity, and resists water absorption. 

Recent tests conducted by the Under. 
writers Laboratories established the 
one-hour fire rating for the new mate- 
rial. The tests were made on 24-gauge, 
galvanized corrugated steel, insulated 
with | part cement to 6 parts agere- 
gate mixture. Over-all thickness of the 
concrete was 27% inches. 

The bare underside of the deck was 
exposed directly to flames for one hour 
and ten minutes. Inside temperatures 
reached 1700 degrees F., but the top 
of the insulating slab never rose above 



















































a temperature of 178 degrees. by J. 
This test application has been ap- Manag 
: 3 United 
proved by all major roofers for up to 
20-year bonding, and any _ standard 
roofing may be applied directly to the eres 
special concrete. In addition to the strong 
fire safety advantages, cement and well : 
plaster mixed with the aggregate saves most 
on structural steel, and on mixing and and f 
pouring, because of its light weight. how | 
Two inches of the mixture has the of inf 
insulating qualities of one inch of becon 
fiber-type insulation, and also is fire- autho 
proof, rot-proof, and inorganic. No spons: 
bituminous binding agent such as tar Ma 
is required with the aggregate concrete, recent 
thus the fire hazard of melting tar and ments 
dense smoke is eliminated. and ¢ 
Another important advantage is the direct 
monolithic nature of construction. the st 
; Adhering directly to the steel of the lowin 
When a popcorn vendor takes inventory, Next day, the McBee man showed the i 6 y Be mee ae . 
: ‘ roof deck, the concrete provides rigid- actior 
he checks the salt and butter and makes a chairman how Keysort could give him A a r ‘ 
ag : ity and permanence. When the metal dicate 
rough guess at how much corn’s in the exactly what he wanted, and on time, too ; ee: 
: A : underneath is heated, it separates from rectiv 
popper. Guesswork likewise establishes — by the 4th of each month. Result: no | scart pas 
7 : mi . a : : the concrete. Thus, even though the 
the work-in-process figure in many a more “guesstimates” in this company’s 
: steel sags, the reinforced concrete in- A fre 
company’s monthly statement. statements. sulation can remain in place, protect 
Hence this board chairman’s uneasi- A McBee Keysort installation can give ‘its : ae igd Un 
, A ‘ ing the roofing from flames and heat new 1 
ness. He has only an estimate on the you comprehensive, accurate reports on Bas 
; : as long as beams or joists stand. keepi 
value of goods going through the shop. every phase of factory operation, and F . a b I 
. ‘or more infor “ITC er “ 
He doesn’t know how much has been give them to you fast. On your desk 546 ~ i at ap reaniia ce same 
actually invested in them — collectively or monthly, weekly, daily—as your needs oP ee eee ee eee teen-t 
by type of product. Under existing pro- require. Whether you run a titan of in- For t 
cedures, he can’t find out for weeks, till dustry or a 100-man branch plant. And confe 
a detailed physical inventory is taken. at remarkably low cost. FOR MORE INFORMATION their 
As it happened, one of the directors The McBee man near you can show you It's a 
knew about Keysort punched-card how it’s done. /t will take him one hour, sussessnss 
accounting. He gave us a plug. from start to finish. Phone him or write us. Seseeseeess 
pa : ee ie Sa el pan 
| ha\g bY © 0% cece ® f° oe? °% $o% ecece ve i 
SH MI : 
| all eer §=— ee «60% = 00g © OC eet = sake 
Nae e% oe ® @ e ® ee % 2 om pemmmrwnmmmmme THC KEY NO 
aso & & e & e s & 8e e Es & i 7 & & ® Me. Employees la Firm and aa this 
cs “ 
Punched-card accounting for any business USE THE READER SERVICE CARD 
| Manufactured exclusively by The McBee Company, Athens, Ohio ¢ Division of Royal McBee Corporation methods octo 


Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
(Circle 445 for more information) 


















by J. A. Murphy, 


Manager, Statistics 
United Air Lines Operating Base, Denver 


CEE ost firms with a 
strong centralized executive team are 
well supplied with statistics. In fact, 
most home office men have more facts 
and figures available than they know 
how to use. Paradoxically, the flood 
of information increases as operations 
become more decentralized, since local 
authority to act also implies local re- 
sponsibility to report. 

Management by exception has, in 
recent years, helped many manage- 
ments to plow their way through charts 
and graphs and still exercise positive 
direction. Here’s how it works: when 
the statistics show that affairs are fol- 
lowing a normal course, home office 
action is withheld. When reports in- 
dicate a deviation from the norm, cor- 
rective measures are indicated. 


A fresh approach 


United Air Lines has perfected a 
new twist to solve the old problem of 
keeping management informed of the 
“exceptional.” It calls for a daily fif- 
teen-minute conference of its top brass. 
For this meeting, a highly specialized 
conference room has been provided in 
their Denver headquarters (see cover). 
It’s a fancy setup, but highly practical, 


The daily summary for equipment is on a 

panel to the right of the huge map. It provides 
a visual picture that spotlights any serious 
shortage of carriers. The daily operations report 
gives management a quick summary of 

over-all performance for the previous day. 
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Centralized control in a 


decentralized operation 


How United Air Lines maintains management control from a 15-minute daily meeting 





LEFT: The meteorolo 


forecast for the next 
tional problems for the next twenty-four hours is made by the flight operations specialist. 


gist opens the daily briefing session with a review of the actual weather conditions for the past twenty-four hours, and presents a 
period. He also highlights any developments which might influence airline operations. RIGHT: A review of the nationwide opera- 
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Figure 2 
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for top management is briefed in this 
short session on every operating ir 
regularity that has occurred during the 
previous twenty-four hours. In addi- 
tion, they get a forecast review of 
operating problems that can be ex 
pected in the succeeding 24 hours. 
The daily briefing takes place first 
thing in the morning. The vice presi 
dents of Transportation Services and 
Flight Operations and _ their _ staffs 


attend. Four specialists present resu- 
mes of exceptional conditions affecting 
the operation of the entire airline. The 
four subjects covered are Meteorology, 
Aircraft Maintenance, Passenger Serv- 
ice, and Flight Operations. Naturally, 
the subjects are peculiar to airline 
operation. In a manufacturing firm, 
the same technique could be used to 
cover such subjects as Sales, Produc- 
tion, Finance, and Competition. 


Now SCRIPTOMATIC offers 

AUTOMATION — COMPLETE 
PUNCHED CARD SELECTIVITY 
with HIGH-SPEED ADDRESSING 
..-in @ SINGLE MACHINE RUN! 


NEW 
ELECTRONIC SENSING 
MECHANISM 
PROVIDES 
LIST HANDLING 
FLEXIBILITY 
AND CONTROL 


Never Before Possible 





By means of programming the data input panel on Scriptomatic’s new electronically 
equipped addressing machines, you get selectivity on the basis of a particular 
hole punched in the master card... or lack of a hole... or a combination of holes. 
This means you now can select, reject, print or skip cards at the same time you 
are addressing them. Automatic counters may be installed to give you up-to-the- 
minute counts on all the “if”, ‘‘and’’ or “but” categories you have programmed. 


Sensing mechanism and master cards are designed by Scriptomatic specially for 
your individual requirements, or the master may be a standard punched card. 
Write today for more detailed information on this new development and other 


Scriptomatic methods and equipment. 


® Scriptomatic is a registered Trade Mark of Scriptomatic, Inc. 


SCRIPTOMATIC INC. 


310 North lth Street, Philadelphia 7, Pa. 
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How the meeting works 

Only irregularities are high-lighted 
during the briefing session. To sup- 
plement these reports and to summar- 
ize the activity, detail data is posted 
on lighted panels bordering a wall-size 
aeronautical map of the United States. 
This system map is coded currently 
with small signal lights at key ter- 
minals. For example, a green light at 
Denver would indicate a critical main- 
tenance work load. A red light at Chi- 
cago means either instrument flying or 
that the station is closed. A white light 
at New York would indicate passenger 
handling delays. The light codes are 
maintained currently throughout the 
day for management follow-up. 

One of the posting panels, next to 
the map, is devoted to equipment 
status. This “daily summary of equip- 
ment” provides a panoramic picture 
that quickly spotlights any serious 
shortage of carriers (see Figure 1). 

A similar posting panel next to the 
map provides a “Daily Summary of 
Operations” (see Figure 2). The Activ- 
ity Indicators give management a quick 
summary of the over-all performance 
of the airline in the past twenty-four 
hours. For example, total miles flown 
are compared to scheduled miles, to 
arrive at the mileage completion fac- 
tor. Similarly, actual departures are 
compared to scheduled departures for 
a departure completion factor. In gen- 
eral, management can see at a glance 
both facility utilization and actual 
over-all job performance. 


After the briefing session 

Once the four specialists have given 
their summary reports pinpointing the 
“exceptions” during the last day’s 
operations, the various executives meet 
with their respective staffs to take 
action indicated by the briefing. While 
each team focuses on its specific re- 
sponsibilities, the entire management 
group has been cross-briefed and can 
operate within the context of the prob- 
lems of the others. 

Once a week, on Friday, the Senior 
Analyst reviews the past week’s opera- 
tions for management as summary 
charts are projected on a screen. Here, 
again, the emphasis is placed on the ex- 
ceptional. m/m 


Transparent Signals 


TELL THEM VISUALLY 


A marvelous office machine, the 
Line-O-Scribe, with which you 
can make professional signs and 
posters, information _ tickets, 
visual training aids, flip cards, 
proof lines of type, imprint 
originals for offset duplication, 
etc... . Operates from standard 
type, reproduces cuts, half tones 
and linoleum block . . . Alphabet 
and figures in sizes from '/ inch 
to 6 inches, takes either card- 
board or paper... Anyone can 
operate. 


amet 





For more information write 


THE MORGAN CO. 


3984 Avondale Ave., Chicago 4}, Ill. 


(Circle 487 for more information) 


a Graffceo signal 
for every filing need 
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Crimpgraf 


for Protected 
“Visible” Cards 
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Nu-Vise Metal Projecting 
Signals for “Vertical” Records 
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Nu-Viz Metal Signals 












for “Visible” Records 








Ss 
Cellugraf Transparent Signals 
for “Visible” Records 








See your Office Supply Dealer 
GEORGE B. GRAFF CO. 


54 Washburn Avenue 
Cambridge 40, Mass. 
(Circle 432 for more information) 
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PARTITIONS 


. . . Soak up noise 
like blotters 
soak up ink! 


HERES WHY 


Partition panels 
consist of perfor- 
ated surfaces 
over acoustical spun 
glass and “‘float- 
ing” sound baffle. 
Incoming sound- 
waves are trapped, 
snubbed and dis- 
sipated. You'll love 

the silence... 


-™ 






WRITE FOR 
FREE CATALOG TODAY. 





Gi 


L i 
MOM [HC 
2417 EASTERN AVE., S. E., GRAND RAPIDS, MICH, 
(Circle 431 for more information) 





| FOR OVERLOADED 

SWITCHBOARDS 

| IN OFFICES AND PLANTS 
PLUS 

EMERGENCY 
SERVICE 


WHEELER 


duiebe POWERED 


Etectue 
bei Teue née 


Surprising how quickly and easily you 
con ‘‘free’’ your switchboard or inter- 
office system by connecting constantly- 
called locations in office or plant with Wheeler phones. 
You get clear, static-free conversation . . . wide flexi- 
bility, with bell, visual, or special call signals . . . 
choice of many types, including executive desk sets. 
Yet NO BATTERIES . . . NO POWER CONNECTIONS 
...NO MAINTENANCE! ‘'DOUBLE'’ as dependable 
EMERGENCY systems in case of power failure. Low in 
first and last cost. 

Write for full story. 









the WHEELER insutateD WIRE COMPANY, INC. 


Division of Sperry-Rand Corp. 
1133 East Auford St., Waterbury 20, Corn. 
In Canada: Sperry Gyroscope, Ottawa Ltd., Ottawa 
3WH55B 
(Circle 481 for more information) 
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| Electronic camera serves as 
weapon against bad-check losses 
To help avoid bad-check losses, a new 
electronic camera photographs the check- 
passer, the check, and the identification 
simultaneously at the press of a button. 
A permanent record of all check trans- 
actions is thus obtained, for future use in 
apprehending bad check passers. 
For more information, write to 
589 Fifth 
New York, N. Y.; or circle number 539 


Security 


Electronics Corporation, Avenue, 


on the Reader Service Card. 


clippings i 


NEW LITERATURE AND PRODUCTS 





IN THE EDITOR'S MAIL 










wo USE 
LOOKING, 
OSCAR un YOU 
AN'T SEE MY 
PAYCHECK 
Zz ROUGH THIS 








PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 
dressing, also chances for Errors. 
Paycheck “Outlook” Envelopes are abso- 


lutely opaque. Essential 





when wages are paid by 





Simplification kit opens door 
to production savings 


A new work simplification and automa- 
tion study department kit is designed to 
show any manufacturer how he can earn 
more dollars from less space by applying 
the kit to the work in his plant. 


For more information, write to Alden 
Systems Westboro, Massachu- 
setts; or circle number 540 on the Reader 
Service Card. 


Company, 


check. Nothing shows 
but the 
This 


personnel relations. 









employee’s 





name. improves 


Send for Samples 
and Prices Today 







awe: 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
is 1001 W. Washington Blvd. Chicago 7, Illinois 
VL A4) pe Oe 
yeni te 


L939! eve 





(Circle 454 for more information) 


when, you need filed papers fast 








Slide rule gives quick answers to 
parliamentary procedures questions 


An instrument has been designed which 
makes meetings easier to control. A new 


| slide rule gives immediate Yes and No 
answers to all common parliamentary 
Answers and a short definition 


A list 


questions. 
are given for each of 36 motions. 
shows the priority for every motion. 

For more information, write to Pan-L- 
View, 708 Church Street, Evanston, IIl.; 
or circle number 541 on the Reader Service 
Card. 








Oxford PENDAFLEX® 


“CARRY FILE”’ 





Contour projector for quality 
control on small parts 


A portable, bench-type 
equally adaptable for either horizontal or 
vertical projection 
“right reading.” While the projector is 
primarily designed for economical check- 


projector is 


gaging and always 


ing of small parts, accessory equipment will 
give it application in the measuring field. 

For more information, write to Special 
Products Sales Division, Eastman Kodak 
Company, Rochester 4, N. Y.; or circle 
number 542 on the Reader Service Card. 








In the office, on the road, at home—find and 
file faster with this stylish file. Keeps reports, 
letters, bills, valuable papers always at hand. 
| Made of lightweight steel, tan finish. Brass 
lock, leather handle, piano-hinge. Holds 25 
Pendaflex celluloid-tab hanging folders. 9” 
x 13” x 10%” high. 
FRR RRR ERE RRR EER eee 
Clip coupon for catalog, name of dealer 
Oxford Filing Supply Co., Inc. 
61 Clinton Road, Garden City, N. Y. 





Name 
Address. 


City, State. 


| DER eee eee eee 
(Circle 453 for more information) 





























See NUMBERED — | 
“THE BEST BUY /N 


PROPERTY CONTROL TAGS” 
say PURCHASING AGENTS 


Attractive 
“Now, because we know what we have “OUT-FRONT” 


and where we have it, we're — 
efficient use of our equipment. The rty Taqs 
positive check against oss, theft and Prope y g 
unauthorized transfer eliminates un- 


necessary purchases ... helps determine that P / 





obsolescence of equipment.” 













(No Screws, Tacks or Tools) 


Lustrous .016” Satin Aluminum “SERIALLY NUM- 
BERED AUTOGRAPHS” are much more durable 
than foil or paper labels . . . more impressive and 
easier to use than conventional “‘tags.’’ Simply 
brush solvent on the adhesive backing and press 
inte place with your fingertips. Mount them in 
seconds on both smooth and crackle finish surfaces. 


WRITE TODAY for METALOAAZT imc 


MASON CITY, IOWA, U.S.A. 


(Circle 446 for more information) 


FECT PROPERTY CON- 
TROL.” 


no more 
cold feet with 


Electro Mat 


Production line and office 
workers can now work 


in absolute comfort 


The new low priced ELECTRO MAT throws off 
a gentle warmth that keeps workers healthy, happy 
and comfortable. 14” x 21" portable foot warmer 
is safe and economical . . . consuming less power 
than a 75 Watt light bulb. It is made of high 
quality neoprene rubber. 


Attention Employers 


Increase the efficiency of your employees and help 
prevent colds which cause absenteeism by equip- 
ping each employee with an Electro Mat. 











OE OR SR OR AS ER RM NA NT ETSY Se RU MR ae 
IMPORTANT SAVING: If 6 or more Electro 
Mats ordered price is only $6.95 
Please send me: [] Electro Mat at $7.95 each. 
Mail check or Enclosed is my check [) money order [) 
y order today (1) C.0.D. 1 am enclosing $1.00. Will pay 
Onis postman balance of $6.95 plus C.O.D. fee 


S Name 
7 Street Zone a 
e City State 
[ vered 10 Day Money Back Guarantee 
INTERSTATE RUBBER Propucts Corp., Dept. 120 


Dealer Inquiries Invited. 908 Avila St., Los Angeles 12, California 
(Circle 440 for more information) 
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Better operating results from 


participative management 





One undesirable tendency in busi- 
ness is the development of a small management 


corps, a tight bureaucracy, or even worse, a one-man 
rule. Decisions are handed down for employees to 
follow without the opportunity of their even asking 
why? ‘To nullify this type of strangle-hold manage- 
ment, Robert C. Hood, president of Ansul Chemical 
Company, Marinette, Wisconsin, has instituted what 
he calls “participative management.” 

In participative management, all people are con- 
sidered as thinking individuals who can and want 
to contribute to company success. The theory is 
based on the assumption that only the people who 
work for a company can make it survive. When 
management realizes this principle and_ provides 
opportunities for employee contributions to manage- 
ment, then the business is on the road to success. 

An example of how participative management 
works took place some time ago, when Ansul was in 
the process of selecting five new foremen. After 
management selected five men who were ready for 
promotion, participative management was injected 
into the picture. The question was raised: “Let's 
ask the people who work with the candidates to 
determine their reaction to management’s choices.” 
One executive gathered these people together in 
small groups. He directed conversation to the sub- 
ject of the definitives of a foreman’s job. The work- 
ers discussed the kind of person a foreman should 
be, what his duties are, etc. 

After they were prepared in this manner, a list 
of 75 possible foremen was handed to them. They 
were asked to pick those five who would best carry 
out the duties they had enumerated and were best 
qualified for the job, according to their own defini- 
tions. Only two of the original five foremen were 
selected by the employees, and three different names 
were put forth. 

According to Hood, participative management has 
been responsible for much of Ansul’s recent growth 
in which the number of products has doubled, pro- 
duction has increased 12% to 15% each year, and 
the number of employees has almost doubled. m/m 
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modern design a 


quality materials and fine 
craftsmanship give 
Climax Club Smokers a 
measure of elegance that 
is instantly recognized by 
people of discriminating 
tastes. Styles for every 
need. Write for the new 
1955 catalog and the 
name of the nearest 
supplier. Ask for bro- 
chure 10-MM. 


@ 


CLUB SMOKERS 


PULLMAN Detuxe .... $89.50* 
With Tray:.-ace.nan $98.90* 
Shipping wt. 32% Ibs. 


ARNOLT CORPORATION 
WARSAW, INDIANA, U.S. A. 





*Prices f.0.b. factory 

















(Circle 408 for more information) 


PRODUC-TROL Visual Control 


not only schedules, 
automatically checks with 


BM CONFUCIUS SAlD: 
“A PICTURE IS WORTH 
10,000 WORDS” 





nt 


b | 
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Scheduling 
8,000,000 items.) 


* Original cost and upkeep low. ©¢ Bad situations show automatically. 


*® Schedules and time checks 
operations. 


* Historical record to back it up. ¢* Analyze 100 items in 10 seconds. 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


(Circle 495 for more information) 


© Its simplicity has put it into 
world-wide use. 
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TIME, LINE and COLOR control 
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SHIP IN CARTONS? ....... 


way to address them that puts less modern methods 
to shame. Inexpensive, paper stencil is cut on a type- 
writer — separately or as by-product of shipping 
paperwork. It’s then attached to small handprinter 
to imprint addresses directly on containers within 
“label frames” that have been preprinted on the car- 
tons by the carton manufacturer. Fast, clean, very 
inexpensive. Write for full details on the Weber 
Direct-To-Container Addressing System. 


Weber 


(Circle 480 for more information) 





Weber Marking Systems 

Div. of Weber Addressing Machine Co. 
Dept. 9-J 

Mount Prospect, Illinois 
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Rutherford, N. J. 


Photo taken in Cost Dept., Becton, Dickinson & Co., 


DENOMINATOR Saves 50% Clerical Analysis 
Time on Production Inspection Reject Reports 


Becton, Dickinson & Co., manufacturers of high quality surgical in- 
struments, take exceptional care in the production of their products. 
For example, inspection tickets—attached to all batches of glass 
syringe parts—list 20 possible reasons for rejection. Record of actual 
rejects is made as these tickets move with the work. 


Weekly analysis of over 3000 reject tickets formerly required two 
operators—now only one operator is required, using a 20 unit 
k, Denominator! 


- ‘3 
0 
\? What's your sort-and-count problem? For free illus- 
A\ <2 trated brochure write Dept. MM-55 





The DENOMINATOR COMPANY, Inc. 
ris, 261 BROADWAY, NEW YORK 7, N. Y 


Manufacturers of Tabulating Machines for 40 


(Circle 421 for more information) 
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How to cut shipping costs with 


Bose IR_FREIGHT 


The intelligent use of air freight 
can result in big savings in time and money for the 
well-informed executive. A special service provided 
by a national air freight company makes it possible 
to send a number of small packages, each to a 
different party in the same area, as one bulk shipment. 

All packages are picked up as one lot. The con- 
solidated shipment is flown to the destination city 
where each piece is deposited for individual parcel 
post mailing at the General Post Office. The ship- 
per thus receives the combined economies of bulk 
air shipment and very low-cost parcel post delivery. 

First, the scope and size of the distribution, and 
the degree of delivery speed needed, is studied. Then 
the logical cities are determined to serve as key points 
from which to mail to the surrounding area. 

Postage attached to each parcel for delivery within 
the first and second zone may be either postage 
meter stamps or adhesive stamps. Arrangements can 
be made for procuring the necessary postage meters 
to show the postmark of each mailing city. If 
adhesive stamps are used, they must be purchased in 
the city chosen for distribution and affixed to the 
individual packages at the point of origin. This is 
to enable the post office which does the work to 
receive the revenue. If desired, the service will 
buy and affix necessary postage. 

Current post office regulations restrict sending 
packages over 20 pounds by parcel post beyond the 
second zone (up to 150 miles). The service par- 
tially solves this problem by establishing mailing 
points serving consignees within a radius of 150 
miles; packages up to 40 lbs. can thus be handled. 

Lederle Laboratories Division made use of this 
service recently. It was considered imperative that 
a newly developed antibiotic reach the medical 





profession as soon as possible. At the same time 


Lederle did not wish to incur more than normal 
shipping expense. They found the service better 
than their previous method of air distribution, and 
cheaper as well. In many cases, savings of as much 
as 50% were made. Comparative costs of typical 
shipments between Pearl River, New York, and four 
major cities follows: 


DALLAS—S58 packages—Total weight—406 Ibs. 


Average cost per package: via air express $5.04 
via air parcel post $4.59 
via consolidated service $2.09 





KANSAS CITY—27 packages—Total weight—189 Ibs. 


Average cost per package: via air express $4.37 
via air parcel post $4.59 
via consolidated service $2.09 





DENVER—15 packages—Total weight—105 Ibs. 


Average cost per package: via air express $5.49 
via air parcel post $5.07 
via consolidated service $2.52 


LOS ANGELES—37 packages—Total weight—259 Ibs. 


Average cost per package: via air express $7.28 
via air parcel post $5.60 
via consolidated service $2.66 


For more information, circle number 547 on the Reader 
Service Card. 


Apsco products inc 


(Circle 407 for more information) 
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Just off the press — the 


G_- 


, 
) 


biggest catalog of its 
kind! Over 900 pages jam- Ze Z 


packed with thousands on thousands of widely 
diversified and nationally known items to help you 
fill your gift requirements. Jewelry, sporting 
goods, toys, appliances, cameras and general mer- 
chandise—quality products in virtually every price 
category. Six floors of top-line merchandise in our 
own newly modernized building. Celebrating our 
45th year as direct factory distributors. 


\) 


Pree! 
900-PAGE CATALOG 


PLUS GIFT SUGGESTION LIST— 
Send today on your letterhead for 
free giant catalog and Prize Sug- 
gestion Folder — really helpful 
guides to ‘‘giving’’ problems. 
Write Dept. 10D 


JOSEPH HAGN CO. 


CHICAGO 6, ILL. 





325 W. MADISON * 









(Circle 488 for more information) 
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0. When Is Your Office 
More Efficient? 


A, When There’s 
SUCCESS on Every Desk! 









When you 
think of 
SUCCESS 
... think of 
CALENDARS 












CoOLUMBIAN Works, INc. 
2300 West Cornell Street, Milwaukee 9, Wisconsin 


(Circle 416 for more information) 
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ls your management weak 


Symptoms are reflected in certain key attitudes 


by John A. Patton, President 


John A. Patton Management Engineers, Inc., Chicago 


es Pypocastinating or 
“fence-sitting’”’ management can ruin 
a company as quickly as an inferior 
product. Typical of thousands of 
businesses today is the case of the 
machine company whose president 
was a finance man. He had no con- 
ception of the production phases of 
the business, so the superintendent 
was actually controlling the destiny 
of the company. If the superin- 
tendent didn’t approve of a de- 
cision, through the various loyalties 
he had cultivated in the shop, he was 
able to disrupt almost the entire pro- 
duction of the plant. 

For this reason, executives should 
continuously survey their plants with 
this thought in mind: Do not let one 
man became irreplaceable. 

Other management weaknesses are: 


? 


1. The philosophy that wages alone 
determine cost. In general, those 
companies whose employees have the 
highest take-home pay, have the 
least cost. In a survey made recently 
among 20 companies with 200 to 
5,000 employees with the highest 
take-home pay in their industries, it 
was found that in 1943 these 20 com- 
panies controlled about two percent 
of the business in their respective in- 
dustries, and in 1955 they averaged 
12% of the business. 
? 

2. Weak managements want to pay 
as little as possible for top personnel, 
when in many cases the difference 
between mediocrity and the best is 
only $1,000 to $1,500 a year. 


3. Too many management executives 
have not accepted the fact that labor 
is here to stay. In 1930, there were 3 
million organized workers; in 1940, 
10 million; and in 1950, there were 
18 million. Today, almost half of the 
nation’s labor force is organized. In 
addition, the executive councils of 
the A.F. of L. and the C.I.O. have 
approved a merger of the two labor 
giants, Management should take a 
common-sense view of this situation 
and, instead of using all resources to 
fight the unions, the time can be 
spent more productively in working 
with them to obtain improved re- 
sults desired by both. 


? 


4. Ninety-five per cent of today’s 
supervisory staff members were once 
on a machine or bench, and were not 
selected for leadership qualities, but 
for production prowess. Management 
engineers consider lack of super- 
visory training and ignorance of hu- 
man relations on the part of the 
foreman major obstacles in success- 
fully completing their jobs. Manage- 
ment should contrast the ability of 
the shop steward to get along with 
workers, because he is chosen demo- 
cratically and is a natural leader, as 
against the foreman who may be the 
best producer in the plant. 


? 


5. To be successful, companies must 
first realize that it’s people who make 
or break them, and that the product 
is the end result. m/m 
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A timekeeping system 


for the custom manufacturer 


by H. D. Smith 


Ass't Treasurer-Controller 
Champlain Company, Inc., Bloomfield, New Jersey 


We devised a time- 
keeping system which completely elimi- 
nates individual job time tickets and 
time clocks and, with considerably less 
clerical effort, provides accurate up-to- 
date information for job costing and 
guidance of shop supervisors. 

We designed a weekly time card for 
each employee which is lined up with 
the cost department copy of the pro- 
duction order by means of a multi- 
poster machine with moving carbon 
roll. The principle is the same as that 
employed in the use of a peg board. 
The machine locates posting lines and 
provides a moving carbon paper. 

Our principal products, printing 


sist of several thousands of parts. Some 
are withdrawn from finished parts 
stock, others are purchased, and the 
balance are made up specifically for the 
particular customer’s order. 

When an order has been engineered, 
the engineering department furnishes 
the production and cost departments 
with a master parts list indicating 
standard assemblies and detailing spe- 
cific parts to be manufactured. The 
production department then prepares 
orders in these four copies for each part 
to be manufactured: 

Cost card. 
Material requisition. 


- 
fe. 
3. Production control follow-up copy. 
4. Traveler or work copy. 


The cost copy (Figure 1) is first sent 
to the standards department where the 


total time for each operation are en- 
tered, with the sequence of operations 
also indicated. The card is then for- 
warded to the timekeeping office in the 
shop, where it is filed in a posting tray 
by production order number. 

The traveler copy is placed with the 
requisition copy in a cellophane win- 
dow envelope, together with the blue- 
print, and forwarded to raw material 
stores. The stock clerk notes on the 
requisition the exact amount of mate- 
rial issued and returns the form to the 
inventory records clerk in the produc- 
tion department for posting to the 
perpetual inventory records. ‘The stock 
clerk places the traveler and the blue- 
print with the material, and the job 
starts on its way through the shop. 

On the first work day of each week, 
the addressograph department prepares 




















































































presses and fabricating equipment, con- allowed setup time, run time, and a weekly time card (Figure 2) for each 
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PROJECTING sich AL 
are unequalled TOF 
QU ALITY—S! 





e advantages: 
wider 
last 


these exclusiv 
. available in 3 
\\ are stronger: 


Chec 

° r S 
Smith Signals | 
variety of sizes: ® 
longer of two pieces 


are made another long- 


Smith Signals steel. 


of hard tempere 
life factor. 
Jaws ha bi = 
stronger gMP: 
won't ben 





Available in 4" to 
2" widths; choice 
of 12 plain colors 


card stock or imprinted 
i Records alphabetically, by 
can't snag states, months, 


numbers, or to fit 
_ See Your Office special needs. 
' Supply Dealer 
or Write 


CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


For More Than 50 Years a Complete Lu 
of Time-Saving Signals and Ind 
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with 


SYVTRON 


ENVELOPE 
JOGGERS 


Fast, clean, automatic 
alignment of envelope 
contents. Eliminates torn 
correspondence, Cut 
mailing time and costs. 





$68.50, F.O.B., Homer City, Pa. 


SYNTRON COMPANY 


Write for 
Complete 


592 LEXINGTON AVE. 
fore ty ai 


HOMER CITY, PENNA. 
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employee, showing his name, clock 
number, and department. The time- 
keeping office files these cards in a rack, 
by employee number. The employee 
presents the traveler to the labor cost 
clerk, who notes the number, and with- 
draws the corresponding cost card and 
the worker’s time card. He places the 
time card under the carbon in the 
multi-poster machine, and_ places the 
cost card over the carbon, lining up the 
next blank line on each form. He then 


| writes in the date, production ordei 


number, clock number, operation code 
number, and starting time in tenths of 
an hour, and places both cards in the 
worker’s slot on the rack. When the 
operation is completed, the worker re- 
turns with the traveler, and the cost 


clerk enters the stopping and elapsed 


time of the operation on both cards. 
On the production order, he enters the 
total time for the operation and the 
number of good pieces finished. On 
the time card, he enters the standard, 
actual time and the time over or under 
estimate. The production order is 
finally returned to the posting tray and 
the time card to the rack. 

To avoid lineups at the timekeep- 
ing desk at the beginning of a shift, 
the labor cost clerk visits each work 
station and makes a list of the worker’s 
numbers and the production order 
numbers being worked on. He then 
posts from this list to the weekly time 
and cost cards. At the end of the day, 
he closes out all cards in the rack. 


At the end of each week the time 
cards are forwarded to the payroll de- 
partment where they are summarized 
for direct labor hours, indirect labor 
hours, and total hours. The totals are 
then checked with the Jn and Out 
clock cards and payrolls are prepared. 

When a production order has been 
completed, the parts are sent to the 
stock room where the stock clerk enters 
on the traveler the number of pieces 
received and the date, and forwards the 
traveler to the labor cost clerk. The 
labor cost clerk then removes the cost 
card from the posting tray, adds up the 
total hours, and extends them at stand- 
ard labor and overhead rates by means 
of conversion tables. These tables show 


| combined labor and factory overhead 


cost from one-tenth of an hour to 100 
hours. The cost card is then sent to 


the standards department for review, 
and finally, to the cost department. 

When the inventory records clerk 
completes his posting, he forwards the 
material requisition copy to the cost 
department for posting and filing, 
pending completion of the order. 
When the cost card reaches the cost 
department, the requisition copy is 
withdrawn and the material cost posted 
from it to the cost card. The cost card 
is then summarized and entered in a 
register to summarize production 
orders for preparation of month-end 
entries. The cost card is then posted 
to the master parts list, and historical 
cost record, and finally filed by pro- 
duction number. 

Since both the cost card and the time 
card are posted simultaneously, proof 
of the time card with the payroll is 
automatic proof of the recorded time 
on the cost card. 

Periodically, an adding machine list- 
ing is prepared of the total labor hours 
on production orders in the timekeep- 
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er’s tray. ‘Lhis is extended at standard 
hourly labor and expense rates and 
checked with the Labor in Process con- 
trol account. At the same time the file 
of production order numbers is verified 
with the open orders in the production 
control department. A listing is also 
made of the material costs on requisi- 
tion copies, which is checked with the 
Material in Process control account. 


Reporting to management 


Our system employs three types of 
reports to management: 
1. The daily report of variances: The 
labor cost clerk maintains a daily rec- 
ord sheet on which he records excep- 
tional variances by operations. On this 
report he is only interested in report- 
ing those variances considerably in ex- 
cess of standard. This report is handed 
to the foreman who investigates causes 
and records the explanation. The com- 
pleted report is then forwarded to the 
plant superintendent. 


2. The weekly report of employee 
performance: The weekly time card 
provides a section for comparing actual 
and standard time by _ operations. 
These are summarized at the end of 
each week and the cards transmitted to 
the foreman for signature and ap- 
proval. The totals may then be posted 
to an employee’s historical card record. 
Where incentives are employed, this 
information may be used as a basis for 
bonus payments to employees. 


3. The monthly report of shop per- 
formance: The production order 
register provides columns for entering 
actual and standard time on each 
order. If extra costs are incurred due 
to machine trouble, defective material, 
breaking setups for rush jobs, etc., 
these costs are segregated and sum- 
marized at the end of each month. A 
monthly report is prepared showing 
monthly and year-to-date totals of 
actual and standard hours and a sum- 
mary of extra costs with the complete 
details of their various causes. 


The following advantages have ac- 
crued from the new system: reduction 
in clerical work, greater accuracy, re- 
duction in operating costs, elimination 
of tedious filing, and convenience in 
having a complete record of costs on 
a single cost card. m/m 
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A fresh approach to cutting the cost of 


EXECUTIVE DICTATION 





Editor's Note: This comprehen- 
sive article details a program of 
inquiry into solving a company's 
total dictating needs. The 
author was intimately involved 
in the study which emphasized 
reduction of executive dictating 
time—rather than machine re- 
liability and cost. 








When our mechanical 
dictating equipment inade- 
quate, and as dictating personnel in- 
creased, we were faced with the prob- 
lem of providing a modern, electronic 
dictating method at moderate cost. 

Our company has believed for years 
in the use of mechanical dictating 
equipment, with transcription done in 
a central “pool.” Each dictator has 
been equipped with acoustic or elec- 
tronic wax cylinder equipment. The 
increasing age of these machines, plus 
current advances in dictating machine 
technology, indicated that replacement 
should be made. However, the capital 
investment required for a complete 
change of equipment was large enough 
to require a study of alternatives. 


became 


Choice of electrical system 


The recent advances of magnetic 
recording warranted a careful check on 
such equipment. None of the four 
major manufacturers in the industry 
was marketing a magnetic machine at 
the time of our study. However, four 
other magnetic recorders were tested 
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Automatic switching device connects dic- 
tator with idle machine over ordinary phone. 


ee eG Ge Ge Ge Ge Ge ce 


For quantity dictators who use more than one fifteen 


minute recording disc daily. 








by Frank Griesinger, Ass't. Treas. 
The Lincoln Electric Company, Cleveland, Ohio 


under actual conditions. 

Our transcribing operators were 
enthusiastic about the error-free dicta- 
tion made possible by the erasing fea- 
ture of magnetic equipment. We found 
that the audio characteristics were 
equal to the disc and belt recorders of 
the embossing type. 

One characteristic of these machines 
eliminated them from consideration— 
the lack of an automatic indexing and 
error-marking device. The user was 
required to use a logging pad for mark- 
ing letter length, and indicating cor- 
rections. The manufacturers pointed 
out that no correction need be marked 
because the dictator could back up the 
machine, redictate, and thus erase the 
incorrect dictation automatically. How- 
ever, this did not take full measure of 
the cost factors in executive dictation, 
of which the dictator’s time is the 
major factor. The time taken for 
proper use of the error-free feature was 
out of proportion to its benefit. 

It is much easier and more econom- 
ical for the dictator to press a button 
to mark an error than to back up the 


machine, correct the offending sentence 
at the precise point, and continue. 
Admittedly, the transcribing operator 
spends more time listening ahead for 
such errors, but her time is much less 
expensive than that of the executive. 
This conclusion was further supported 
by time studies. 


Telephone dictation experiment 


Our choice was thus restricted to 
available equipment utilizing embossed 
discs or belts. The electrical character- 
istics of the machines seemed adequate, 
so the choice between the units was 
made more difficult. 

We wrote to the four manufacturers. 
At that time, the idea of telephone 
dictation had been developed by one 
manufacturer. It would have enabled 
us to equip each dictator with an effi- 
cient instrument as far less capital cost 
than would be necessary for the pur- 
chase of standard equipment. Then we 
considered the cost of the necessary 
separate wiring system, the price of the 
telephone instruments themselves, and 
asked ourselves: Why couldn’t similar 
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equipment be adapted for use with 
our standard PBX telephone-company- 
owned handset? 

Our telephone company’s commer- 
cial representative was interested in 
our question, thus beginning several 
years of close cooperation between our- 
selves, the Ohio Bell Telephone Com- 
pany, the American Telephone and 
Telegraph Company, and also the Bell 
Laboratories. 

Our local telephone people built an 
experimental recorder for us. This 
was a simple unit utilizing a circuit 
which was energized by dialing a three- 
digit extension on our PBX telephone. 
No special dictation features were in- 
corporated, such as “listen-back,” in- 
dication of corrections, or stop-start. 
When the dictator finished using the 
circuit and hung up his phone, a soft 
gong would ring at the recording 
point. The operator would interrupt 
her typing for a moment and depress 
the button indicating letter-length on 
the recorder’s indexing device. 

To our surprise, the twenty-odd dic- 
tators assigned experimentally to this 
new equipment were able to adapt 
their dictating habits to the presumed 
shortcomings of the system. They 
learned to think out their thoughts 
before dictating, to talk their ideas 
steadily without long pauses, to avoid 
corrections, and to “tell the disc” in 
advance whether the letter was to be 
a short one or a long one. 


Meantime, a telephone recorder with 
full dictating machine features was de- 
veloped. This unit was equipped to 
start, stop, back-up, play-back previous 
dictation, mark all errors, and indicate 
letter-length. 

We accepted the equipment on a 
field-test basis. The units stayed in our 
plant for over two years. During this 
time, the telephone company kept care- 
ful records on equipment usage—fre- 
quency, letter-length, switch-overs to 
the second machine, and similar statis- 
tics. A surveying team from an outside 
research organization was engaged by 
the telephone company to secure our 
dictators’ reaction to the new system. 

The result was an enthusiastic ac- 
ceptance. Savings in time and money 
were apparent from the very first. As 
usage grew and was extended to more 
and more dictators, it became apparent 


that this system would provide a par- 
tial answer to our replacement prob- 
lem. Obviously, certain heavy dictators 
would still retain their personal dic- 
tating machines, but the vast majority 
of occasional dictators could very easily 
use the new plan. 

Accordingly, we ordered the neces- 
sary permanent equipment from the 
telephone company. Two recording 
machines designed for telephone dic- 
tation were purchased from the stand. 
ard product line of one manufacturer. 

Transcribing machines, as well as 
the individual recorders necessary for 
heavy dictators, were purchased from 
the same organization. The telephone 
company equipped our private branch 
exchange with special relays and a new 
dial “‘level’’ responding to the digit 
“8.” The installation charge for all 
necessary equipment was less than 
$100. A five-year rental contract at 
$25 monthly covered the rental of the 
two special control units that were 
necessary for the two recorders. 


The resulting installation is servic- 
ing 36 occasional dictators, with ample 
capacity for expansion. Our own sta- 
tistical surveys indicate that the dicta- 
tion load seemed to be spread through 
the day quite evenly by those using the 
system, with little congestion. ‘“Busy” 
signals, checked for us by the telephone 
company, seldom occurred. Our actual 
experience has shown us that telephone 
dictation circuits are capable of han- 
dling far more dictators per recording 
unit than the manufacturers originally 
thought possible. 


Usage of the system 

Our company is using three dictat- 
ing systems, all adapted to a specific 
purpose. The original experimental 
recorder was purchased; therefore, its 
monthly operating cost, exclusive of 
supplies, consists only of the rental 
charge for an ordinary dial telephone 
extension. This circuit, without stand- 
ard dictation controls, was assigned to 
“rush” letters. The attending oper- 
ator keeps close watch on its discs and 
sees that they are removed regularly 
throughout the day. This enables 
transcribers to work promptly so that 
letters can be signed and mailed dur- 
ing that business day. 

Those using the “rush” circuit 
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realize they must think out their letter 
before dictating, and indicate its length 
before starting. A “beep,” repeating at 
intervals during dictation, signifies 
that the equipment is operating. On 
this circuit, a 3:30 P.M. dictating dead- 
line is set for same-day delivery. Dic- 
tators first give their name, indicate 
the extra carbons required before dic- 
tating the letter, and spell out all 
proper names and technical terms. 
Completed work is delivered by the 
regular company mail service. 


Telephone dictating circuits 


When “regular” 24-hour telephone 
dictation service is desired by those 
not possessing individual recorders, 
users dial “8” on their desk handset. 
A buzz is heard indicating that the 
circuit has been engaged for dictation. 
If one machine is in use, an automatic 
switching device connects the dictator 
with the other machine. If both ma- 
chines are being used, a “‘busy”’ signal 
is heard, and the user tries later. 

To start dictation, the user dials “1.” 
The buzz disappears; the dictation is 
recorded. If an error occurs, the figure 
“2” is dialed. This activates the error- 
indicating device on the recorder, 
punching a small hole in the index strip. 
If the dictator is interrupted by a visi- 
tor, he can dial “lI” again, stopping the 
machine but holding the circuit open 
for his later use. After his caller leaves, 
he can dial “3” and the machine will 
repeat his te sentence or two, then 
automatically switch back to the re- 
cording position. He dials “‘l” again, 
the machine starts and dictation can 
be completed. If only one letter is dic- 
tated, the circuit is disconnected by 
hanging up the telephone receiver. 
This circuit-break activates the index- 
ing device and the index strip is 
automatically punched in order to in- 
dicate letter-length. 

If more than one letter is to be dic- 
tated, the user can mark his own letter- 
length by dialing “4” at the end of 
each letter. This action marks the strip, 
but also holds the circuit open to re- 
ceive his next letter. The cycle is 
repeated until the dictation is finished. 
If the dictator finishes a letter without 
indicating necessary carbons, he can 
dial “O” before hanging up his tele- 
phone. This connects him directly with 
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the attending operator, who marks his 
special instructions on the index slip. 

If the machine nears the end of the 
disc, the user hears a faint, high- 
pitched “buzz.” He brings his dictation 
to a stopping place in the next few sen- 
tences and waits for the operator to 
change the disc. If she has not noticed 
the clicking sound at her own station 
indicating the approach of the end- 
zone, the dictator may dial “O,” asking 
her to change the record. This is done 
while he retains the circuit; he con- 
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tinues when the usual buzzing sound 
is heard once more. To avoid mid-dic- 
attending 


tation disc changes, the 


operator endeavors to remove discs 
from the machine when they have been 
reasonably filled, and also when the 
circuit is no longer in use. 

As the telephone equipment is unde) 
continuous supervision by the attend- 
ing operator, we find that we can re- 
use partially-used discs which come 
from those who possess individual ma- 
chines. Accompanying index strips are 
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marked accordingly and operating cost 
is reduced correspondingly. Knowledge 
of this practice encourages our users to 
take completed dictation off their re- 
cording machines regularly, without 
waiting several hours or days until a 
disc is completely filled. It should also 
be emphasized that supervision of our 
three telephone recorders takes less 
than 25% of one girl’s time. 

Users of individual machines use the 
system for an occasional letter which 
needs immediate attention, as such dic- 
tation is delivered directly to the steno- 
graphic pool without mail delays. 


Use of individual machines 

Assignment of an individual ma- 
chine to a dictator is determined by 
two factors. The first is quantity of 
dictation, as extensive use of the tele- 
phone system by one person would 
result in delays to others. No rules 
have been established on this point, 
but if a user customarily fills more than 
one fifteen-minute recording disc daily, 
he would be considered eligible for an 
individual machine. 

The other factor involves the tele- 
phone availability of the dictator. If he 
works in a department requiring con- 
stant and immediate public contact, it 
is inadvisable for his telephone to be 
“busied-out” by dictation. Consequent- 
ly, order, sales, and service personnel 
use individual machines, in most cases. 

In other executive positions, our 
people view non-interrupted telephone 
dictation as an important advantage. 
Secretaries take calls through operator- 
referral or “rotary” service when the 
line tests ‘‘busy.” The dictator is spared 
the annoyance of constant thought in- 
terruption by a ringing telephone. In 
this respect, dictation via PBX tele- 
phone-company-owned equipment has 
an advantage over dictation via PAX 
individually-owned telephones. 

Most users of individual dictating 
machines follow standard routines on 
dictating methods. We suggest that the 
dictator turn his correspondence face- 
down so that it is in correct order for 
the transcriber. We urge our men to 
avoid dictating names and addresses if 
they appear in correspondence. 

In any mechanical dictation system, 
we discourage copying, suggesting the 
use of photocopying, whiteprinting, or 
the services of lesser-paid copy typists. 
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Transcribing operators are instructed 
to refer copying jobs to their supervisor 
for reassignment or selection of an out- 
right copying method. Dictators are 
urged to think out and prepare form 
letters for repetitive-dictated material. 
Office management helps in the design 
of effective form letters when requested 
to do so. Personal trips to the steno- 
graphic department are discouraged. 


Transcription operations 


The attending operator removes 
“rush” discs from the machine when- 
ever there is a completed letter on the 
disc. ‘They are removed from the two 
“regular” telephone dictation units 
when they are reasonably full. At the 
end of the day, fresh discs are installed, 
as the equipment is available after- 
hours to the capacity of the discs. The 
supervisor assigns completed discs to 
the three regular transcribing opera- 
tors, who service the 70 people using 
our mechanical dictating facilities. 

When it is apparent from the work 
load that the regular operators cannot 
fulfill the 24-hour service requirements, 
additional operators are assigned for 
temporary duty. Transcribers always 
listen to corrections before beginning 
the typing of the disc. Each girl is 
equipped with a telephone to call any 
dictator if his instructions or dictation 
are not clear. Dictators are not permit- 
ted to call the transcribers. Such calls 
must be directed to the supervisor. 
Erroneous or poorly-done letters must 
be returned to the supervisor for reme- 
dial action. Copy-typists rewrite cor- 
rected letters, but the transcribing op- 
erator is shown her own mistakes. A 
semi-yearly merit rating system catalogs 
the accuracy and speed of all workers. 

For almost twenty years, transcribers 
were paid on a per stroke basis. A ten- 
to-one stroke counter is installed on 
each transcribing typewriter and daily 
totals are recorded. Piecework rates 
formerly applied on a per thousand 
stroke basis. Able operators could turn 
out upwards of 90,000 strokes daily. 
Average production was 72,000 strokes, 
or well over 100 completed letters. Re- 
cently, on an experimental basis, hour- 
ly rates were substituted for piecework 
rates. Our present operators now aver- 
age 60,000 strokes, but the superior 
typist still receives a superior reward 
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PICK ANY PRODUCT...REYNOLDS solidate information to eliminate some forms 


or add a copy to a present form to speed 


& REYNOLDS CAN REDUCE transactions in another department... to men- 


tion a few. 


ITS RELATED PAPERWORK! If you feel there’s an office procedure in 


your business that’s not “paying its way”, 
ask a Reynolds & Reynolds Representative 
to call. He will bring you the “know how” 
necessary to expertly analyze your problem 
and suggest the right corrective measures. 


Whatever your product .. . a Reynolds & 
Reynolds Representative can show you how 
to streamline its related paperwork and re- 
duce office costs. Through everyday experi- 
ence, he has shown hundreds of businesses 


how to... combine several single forms into Call your Reynolds & Reynolds representative 
one multiple part set . . . employ the advan- today .. . no obligation! 
tages of No Carbon Required Paper . . . con- OFFICES IN MOST PRINCIPAL CITIES 


THE REYNOLDS & REYNOLDS COMPANY 


LITHOGRAPHERS AND PRINTERS © BUSINESS FORMS SINCE 1866 
PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIFORNIA 
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FOR MANAGEMENT METHODS 


If you would like to retain your copies of 
Mesnagement Metuons, here’s a specially de- 
signed binder that will hold 12 issues with- 
out crowding. scleaf, it requires no post- 
hole punching. Pages open flat with no part 
of the gutter of a page hidden from view. 
Issues can be inserted in a second. The 
rich, maroon, leather-like cover is hard so 
that volumes may be stored ‘on end” in 
your bookcase. Each binder is embossed with 
the title “Management metuops” 


Single binder price ts 
$3.95. Or, if you have 
back issues on hand, 
save a dollar by order- 
ing two for only $6.95. 





Check or money order must accompany 
your order to: 


: STATIONERS, INC. 
: 141 East 44th St., New York 17, N. Y. 
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Save time — 
costly shipping 


STEN-C-LABL USERS 


and 
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Multiple 


by teletype with 
STEN-C-LABLs 


Addressing multiple shipments in the Williams 
Hardware warehouse in Minneapolis is done by 
a teletype operator in an office ten miles away. 
While the teletype operator is typing the in- 
voices in the general office, shipping copies and 
STEN-C-LABLS are addressed on the teletype 
in the warehouse. 

With the Sren-c-LABL applicator, unlimited 
impressions are then made direct to PANL-LABL 
on carton or to gummed labels. Addressing 
errors, mis-shipments are eliminated. 











Find out how your shipping costs can be reduced 
by the use of SYEN-C-LABLS in your operation. 


FREE brochure available on request. 


7 eee 


STEN-C-LABL, inc 


2285 UNIVERSITY AVENUE e 
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through daily recording of strokes and 
its effect on the merit-rating system. 
All stenographic pool typing posi- 
tions are equipped with electric type- 
writers. We are convinced there is a 
minimum labor saving of at least 15% 
when such equipment is being operated 
six to eight hours daily, particularly on 
Be- 
cause of the large number of dictators 


an incentive compensation plan. 


being transcribed, the work is varied 


and interesting. Thus, turnover on 


these jobs is very small. 


Best time utilization 


Our company believes that mechan- 
ical dictating equipment must be used 
by executive personnel for best time 
utilization. Consequently, every dic- 
tating person uses a dictating machine, 
including the corporation’s officers. We 


feel that magnetic equipment will 
eventually supplant other types of 
equipment because of the re-usable 


nature of the disc or belt. However, 
until such equipment incorporates the 
necessary devices for saving the dic- 
tator’s time, present embossing equip- 
ment utilizing discs and belts seems 
most economical. 

Fither magnetic or embossing  sys- 
tems may be adapted for telephone 
dictation by using a second telephone- 
type instrument, or by using a special 
dial “level’’ of the PBX exchange. The 
latter system has the decided advan- 
tages of lower capital cost, elimination 
of special wiring costs, and complete 
flexibility. Any dictator possessing a 
telephone can use it for dictation. 

Clarity and reliability of equipment 
manufactured by any one of the major 
companies is beyond question. Choice 
involves trade-in allowances, capital 
cost, and personal preferences for indi- 
vidual machine operating features. 
However, individual recording ma- 
chines and telephone recording ma- 
chines should be made by the same 
firm, to permit proper flexibility. 

The most important factor in equip- 
ment selection must be the realization 
that the dictator’s time is the most ex- 
pensive commodity with which we are 
dealing. A system combining telephone 
dictation with carefully-assigned indi- 
vidual will provide im- 
pressive savings in capital cost, operat- 
ing expenses, and executive time. m/m 
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SYSTEMS AND PROCEDURES ANALYST 


A leading manufacturer of air condition- 
ing, heating, ventilating and heat transfer 
equipment has a permanent position open 
for a man with a minimum of 5 years work- 
ing experience in manufacturing systems 
and procedure analysis. IBM systems back 
ground preferred. Excellent chance for ad- 
vancement in rapidly expanding company in 
the growing air conditioning fieid. Located 
in a pleasant community of 50,000 on the 
Mississippi. 

Also trainee positions open in the same 
department for promising young college 
graduates with accounting majors who are 
interested in systems and procedures 
analysis. 

Send resume of education, experience and 
salary required to: 


Manager of Staff Employment 


THE TRANE COMPANY 
La Crosse, Wisconsin. 
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We have a house to put in order... 


E HAVE A HOUSE to put in order... and it’s the 
house where America lives. 
Of our country’s many million homes, more than | out 
of every 10 are out-and-out slums. Nearly one-half of 
all American dwellings are in poor to “fair” condition, 
and urgently need basic repairs. 
Something must be done—both to correct the slums 
of today and prevent the slums of tomorrow. 


How do slums start? Usually just one house starts to 
slide downhill and soon a whole block changes. Pride is 
lost. Other houses are neglected, decay spreads. 

So the 20 million homes in need of basic repair and 
improvements deserve equal attention. The time to stop 
the spreading blight of slums is before it starts. 


What’s your stake in stopping slums? 


If you think your town is different, just look around you 
...If you think slums only affect persons who live in 
them, think again. 


Slums raise taxes and lower property values of the 
whole town. They raise rates of crime, delinquency and 
disease. Everyone has a real stake in stopping slums. 
And that includes you as a businessman. 

Your firm is certainly dependent on the welfare of the 
community where you do business. But it’s more than 
good business—it’s good citizenship to take part in efforts 
aimed at civic improvements. It’s the responsibility of 
every business. 


What can your firm do? The answer to America’s hous- 
ing problems starts with individuals. But to roll back 
slums is such a big job it’s going to take more than indi- 
vidual effort. It will need the cooperation of your busi- 
ness and many others. 


Some slums should be torn down and a fresh start 
made. Others can be remodeled and made to conform 
to better living standards. So it is up to you to support 
every sound program which seeks adequate housing for 
all our people. 


New help is now available 


There is a new national, non-profit organization called 
A.C.T.1.0.N.—The American Council To Improve Our 
Neighborhoods—which is designed to help all individuals 
or groups interested in putting America’s house in order. 


Send for a free copy of “ACTION.” It explains what 
A.C.T.1.0.N. is and proposes to do. It lists booklets, 
research, check-lists, and other material which can help 
you. Address P. O. Box 500, Radio City Station, New 
York 20, N. Y. 





American Council To Improve Our Neighborhoods 
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From “American Automobile Album” byWilliam H. McGaughey 


No one cranks an automobile these days 


... but many still hand-crank calculators... spending time that would 


soon pay for a high-speed, automatic Mi ARCH ANT 


If you’re still doing part of your figurework with hand- 






operated or outmoded electric calculators, you owe it to your 
business to learn just how much time and effort new 
automatic MARCHANTS will save you. Anyone in your 
office can use them at once, with ease, speed and utmost 
accuracy. Call the local MARCHANT MAN and find out 
by an actual run on your own work, just how quickly 
MARCHANT calculators would pay for themselves. C x a a oe ie ee 

ie) 
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High-speed, 
automatic MARCHANT 
Figurematic 


Learn how MARCHANT calculators 
can turn out your business arithmetic 
easier and faster...at a saving. Mail 
this coupon with your business letter- 
head for free... 





Index to Modern Figuring 
by Marchant Methods () 
Descriptive Literature on 
Marchant Calculators 


MARCHANT CALCULATORS, INC. 
Oakland 8, California [)-9 


YOU CAN TURN TIME INTO MONEY WITH A MARCHANT! 
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